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' FOREWORD 

This curriculum guideline, Cooperative Office Education ,. was pro- 
duced as a result of a project funded by the Louisiana State Department 
of Education to Nitholls State University of Louisiana. These units 
were develx)jDed wit^i the assistance of Business Education teachers and 
coordinators throughout the state of Louisiana, 

The instructional units of work included in' this curriculum guide 
have been written to aid teachers in meeting the increasifig and t-he - 
changing needs of the students and of the job market. This guide lists- 
spei:ific objectives in terms of competencies that, when achieved^ will 
enable the student to obtain employment. 
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THE COE "PROGRAM 

COOPERATIVE OFFICE EDUCATION' " 

General Objectives'.' • 

• * "< 

Specific Objectives " . 

BENEFITS OF THE. PROGRAM " 

Benefits to Students , 

Beneftts to the School 

Benefits to the ImpToy.ers 

Benefi.ts to the Community ^ • 
THE TEACHER-COORDINATOR ' 

Roles . 

Certiffcation 

Professional . prgani zations 



COOPERATIVE office" EDOCATION . " . 

Cooperative Office Edu(??Lti6n (COE) is a Cooperative work and training , 
pr^e^rm for high .gchool seniors who have completed the necessary pre- , , 
requisites and are -preparing for employment in office occupa'tions* Through 
l^e cqoperative efforts -of the teacher-coordinator and the employer, the 
student^. receives acBdefliic Snd vocational . instruction and practical , on-the- 
job training-' related to his/hef iDdividual job needs and career goals. 
Therefore, employment beconfes an integral part of the educational program. 

General Ob^lectives \ 

— . ■ * * ' 

' iV Enl^i^ch the instructional program to irfclude current business 
practices and pr;oc(sdures and up-to-date technology* 

' ^2. Provide exploratory oppc^tunities by_ offering career choices 
•for students with varying interests and aptitudes^ 

3. Prdvide the student an:opportunity to apply the skills and theories 
, / . acquired .in school and to bridge the gap from'school to fu^lNtime j ^ 
emplo^ent, \ ^ ' ■ 'j. 

J 

Specific Objectives , . . 

. 1. Coordinate classroom instructionalnexperience with practical work 
experience. 

' ^ ,2. Provide an opportunity for the student to work with successful 

busjnessm'en and women. ' / r ^ 
. ^ • " \ * , ' . ' . ' 

a3. Deveiloj) and improve skills and techniques required by- the local" 
job market. ^ ' ' . • 

- 4. Stress the development of tK6se personal traits, such as dependa- 
"bvlity, tact, poise, punctuality, etc.\ which are vital factors 
in job success anci advancement. ' 

5.. ""Graduate a student who has hadysucce^sful work experience 'that 
wil'l contribute to his/her advancement in -the business world* 

-6. Promote a closer relationship between the school and the business 
cpmmunity through a 'joint effort to prepare students for enti^y- 
leygl jobs upon graduation from high school. . " . 
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BENEFITS OF THE .PROGRAM 



The basic purpQse of the Cooperative Office Education program is to" 
prepare students fo?. gainful employment, in careers/of their choice. 
COE can make a substantial contribution toward so]ving employment problems 
for s1;udents. The program allows students to mal^e a gradual transition 
" from school to work while under the prqfessronaV, guj dance of exp^n- 
. enced tdacher-coordinators and on-the-job supervisors. . 
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Benefits- to Stents . ^ 

- The student's have an opportunity to: < . ' 

= 1.'- develcJTa sense of responsibility and dependability. 

c aiiqtm-e^'an understanding of the employment, opportunities* 
avGlUfe1e-to them and the responsibilities required by these 
opportunities through on-the-job training. . 

3. ■ devel.op the attitudes, skills, and rel^tej- '.knowledge necessary 
for success in his/her career objectiveV^ 

4. develop those work habits which are necessary for job success. 



5. " .acquiR,^ practical experience which cap lead to full-time employ- 
/ raent u|?on graduation, " ' ;^ 



> 



6. valu^p importance of ge^tting aj^ng^ with .others in the work 
enviraniffent.' .--^ -.X^'-p 



'i^ 7. make'prictical application of tlro^ 'skills -and ..abilities acquired 
•f." ^ in tbi&.#assroonV'. 

8 gain tie work experience, which will enhance his/her chdnces for 
' ' ' success and advancement when seeking full-.time employment. 

9. begin c'areer training before assuming^ total financy*' 
responsibility^ " - •«,'*' ^- 

Benefit s to the School 

■ '. ' ' 

• The .school benefits because Cooperati-ve ^Office Education: ■ , 

K uses the facili\ies and technology of cooperating businesses.; ta 
, ' broaden the vocational curriculum. 

2.- j>%ides a means, .of eval^iating, the effectiveness of the business 

''KM evocation curriculum. ■ . . 

• ' . ■ 



3. endbl^e*<he school to update* course contend and njethods and to kr 
abreast of current office procedures and technology. 

.4. utiMzes the facilities and equipment of cooperating employers 
as a laboratory for practical training thus 'reducing expenditures 
for equipment. . ^ 

5.. develops a working relationship between the school and the 
community. . - * 

6. meets the vocational needs of students with varying abilities 
and capacitfes. • • , 



?• provides effective career training not f^nd within the limits 



2Cti 

.of a classroom setting. 
8. provides up-to-date 'information 



Benefits to the Employers 

Employers benefit ^s Cooperative Dff ice Education: ^ 

1.. ^decreases trairring costs for "entry-level positions, as the student 
with work experience .can make an easier transition from the class 
' room to fiill->time employment. 

2. prov^es motivated part-time workers who are receptive to 
instruction.' ' ^ . • ' ^ 

3. provides a better part-time student applicant and encourages 

. . him/her , to continue working for the' employer from whom he/she 
' received training. 

4. provides a steady source of .experienced workers for full-time 
employment in entry-level positions ^ thus reducing employment 
probl-ems. ^ ^ . . . 

'5. assists in the instruction and guidance of the student during 
his/her initial job experience. 

6^. screens the prospective student worker prior "to employment. 

7. improves communication between educators and employers. 

8. enhances the firm's public image in the local community. 

* N * . ^ 

9. provides an oppoi*tunity for the employer to participate in 
planning and executing the training program for the student 
worker. ' ' * - 

. ' ■ " ' ' 13 



Benefits to the Community ^ t ' ! 

The' community benefits as Cooperative Office Education.' . 

1. reduces the number of unemployed *and unemployable^ youth in the 
• . . local community and provides a continuous^ source of traija^ed 

entry-level office workers. ' ^ ^ ^ 

2. encourages a greater number of youag^eople to remain- in school 
'until they become employable., thus decreasing the dropc^t.rate. 

3. provides opportun>ties for the community 'and *^school to work/ 
together in the eddcatibnal process. , ' 
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THE TEACHER-COORDINATOR 

.1. 

I \ X 

. the -teacher-coordinator of the Cojoperative .Office Education program is 
^hfe key-to the success of the program. His/her primary goal 'is the preparation 
of students to enter and advance in their careers. The teacher^coordinator 's 

•involvement with students, parents, other school personnel, and employers will , 

..ca^^t him/her in a variety of roles. 

The Teaching Rqje. As a teacher, the teacher-coordinator directs 
'the learning program that wil.l allow the student to develop the 
skills, attitudes, and related learnings necfessary *for success in 
the business j?/orld. 
• * ' 

The Coordi)i6tion Role. As the coordinator of the program, he/she 
must secure training stations, place students, evaluate student 
progress ,^ integrate classroom theory with practical application, 
and serve as advisor. to the student organization. 

•The Counseling Role. As counselor, the teacher-coordinator must 
provide career guidance for the student traijiees. 

The Public Relations Role. The teacher-coordinator must promote 
good public relations in the classroom, in the school environ- 
•ment, and in the business community. 

The Administrative Role, The teacher-coordinator will be i.nvolved 
to varying degrees with planning, budgeting, reporting, evalu- 
atir\g and supervising functions. . * . 

Certification , . 

The teacher-coordinator of the- Cooperative Office Education program 
must meet the requirements as outlined in Bdlletin 746, Louisiana Standards 
for Sta.te Certification of School Personnel . In addition, he/she must 
comply with the "Minimum Standards for State Approval in Reimbursed Programs 
of Vocational Education.-" * 

Professional Organizations ^ ' • 

Professional organizations allow members to share their knowledge and 
achieve personal and professional growth. As a professional educator, the 
teacher-coordinatof should be active in the general, education'organizations 
as well as the vocational«organizations . The teacher-coordinator in Louisiana 
is urged to jtfin and participate in the following vocational organizations: 



American Vocational Association (AVA). At the national level the 
American Vocational Association is an organization- promoting all 
areas of vocational education. The affiliate for the business 
education division is Cla'ssroom Educators "for Business and Office. 
Education (CEBOE). ' ' • 

2020 North 14th Street ■ 
Arlington, VA 22201 

Louisiana Vocational Association (LVA). The Louisiana Vocational 
Association is the .state affiliate of AVA. / . • 

5845 South Pollard Parkway 
. Baton Rouge, LA 70808 



National Business Education Association (NBEA). Membership in NB?A 
includes membership in the regional association. Southern 
Business Educationy\ssociation (SBEA). 

1914 Association Drive 
Reston, VA 22091 



Louisiana Association of Business Educators (L^ABE). The- Louisiana 
Association of Business Educators. is the business education 
section of LVA. 

c/o Business Education Section 

State trepartment of Education , 

Post Office Box 44064 

Baton- Rouge, LA 70804 



COORDIN/^TION TASKS 



PROGRAM MANAGEMENT . • \, 
Re^cruiting Students 
Selecting Students 
Placing Students 

Recruiting and Selecting Training Stations 
Developing Training Agreements 
' Developing Training Plans 
Coordinating Visits 
Evaluating On-The-Job Training 
Evaluating Student *s Classroom Activities 
Public Relations 
Records Management 
CALENDAR OF COORDINATION ACTIVITIES 
August 
September 

October - November - December 
January. 

February - March - April 

Late April - May' ^ 

June 

Ongoing Activities • 
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- ' PROGRAM-ilANAG£ME|<T -i; ' ^, ' ' i'V.-"-'^: V" ' 

■ Coordination -.is an on-going, pToGessrpngage^'Mn by:3*^.teac^^^ '"^^ C^ ' 

coordincitor and includes the-followJ-ng s'ctlVitl^s: > ;' " , -y-^ '> . - _ * 

Recruiting students "1 • • -' >^ - /f-r r " --^r -^"i 

Selectings students , ^ v\ 'Vv^ ^5, : ^' ' \, - ^ t'V 

Placing students • , > j-* - >^ ri^ T^T''/ 1-"^ . 



Recruiting traiiring stations > yl^^ . ^] 

^ . ^ ' ^ "^-^ v 

' ' Selecting training stations . vv ^^^"^^ 

« " ' ' -A^ ' ^ ''''"^ /« -^^^ 

Developing training agreements' ' - '1,' 

Developing training plans . . \^ y 

Coordination visits ^ V \* ^ . '/V ' ^ : 

Evaluating on-the-job traiW^ ^ ' ; ' \ .'^X/ ^ 

. Evaluating students* classroorKactivities 

Public, relations 

^ Records management' ^ • \ . ' ' . 

A brief checklist for each activity follows with rore complete J ists 
in succeeding s^cti'ons. . ^ ' . ' - . ' . ! \' 

Recrui ting ^Studentj - - . ' " ^ " 4 c 



1. Ask '^counselors, tb pifbUfize program amotig the jtim' 6^- students 
during r^gistf>ation for senior jear. |r ^' --^^ 



V' 



. 2. Ask otfter bus.iness'edu^ation'j .math; and Engltsh- teachers^ to UIK - ^ 

/with their vocatiohli]ly'-incl,ined^,student9'^ab^^^ . ^, 

-3'/ Display poster^,- ' ' ' i. / - ; ' " , 

,4.- Have, interested -students' pick uP and xomplete ipplicftion fornix. 
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Selecting Students >' . " " . , • • •.; . ' 

■ i. Review spplicatiofi^tncludins ag^, attendaace, record,, di.sci pi i 
. -inary, record, careeV intents \' • ^ / • - 

'-, 2. Rev/ew applicants with appVoRri ate s^hoorpersonneli 

*' * - .■■ , - • ' , ' , •. ■ •• 

■^'v^ 3. Interview prospective COE'studeats: * ' ' ; . 

' ' - 4, Select the stucfents based on fhe above.:,findtngs. . - 



Plating Studgitts : ' , \ 

Assess ^sk-il Is and^aijilitiesVof individual applicants. 
■* . * . ' 

2. Contact local busi-rfesses for c^vail able' jobs. ' . 

3. Determi^ifr-iskills and abili.tie? needed On job and. number of j; 
students to.be interviewed. ' , .' 

' .. 4. Schedule job. in tervi 4^^'" > ^ 
'.. 5.'- Fo 1 l ow -u p on • j Ob i n terv 1 ews . . 

Recrui.ting..and Se.lec.tirtq Trafntncr Stations' • ' 

1. Contact employers ;who hav^ previously participated in program. 
' — Z, , Contact prospective new employers. ^ 

3- ' Solicit help from .members of advisory committee, in recriSiting 
/ training stations. - * • • 

4. Interview apprt)pri ate pers^ohnel at each training station to 
. * determine duties^ involved, hours per day and per week^ and 

' length of ejnployfnent period. ' . ^ 

^ * ' V ^ ^ ^ * 
^ 5. ' sure prospemve em'ployers understand child labor laws and 
* the rules and regulations goyerni|1g the COE program. 

't^ • . ^ " 

f rBeve^opincr'Trffirtinq Agreements i\ 

^ " r. Review training agreements with students,' parents, administra 
tors and eltiployers. ' .. ' 

, - - , > 

- ' 2. Have' training agreement si'gned by student, parent, employer, 
administrator, and 'teacher-coordinator. 



Developing Training Plans ^ 

1. Review training plan with^'employer and ask him/her to list all 
"the tasks for which the •student will be trained. 

2. Have tra*ining plan'sl^ned by student, parent, employer, and 
teacher-coordinator and furnish each party with a copy. 

3. Periodically review the training plan during evaluation of stu- 
dent's progress. 



Coordinatiag Visits 

Visits ^hould promote effectiveness and enhance efficiency. You should 

1. make an appointment for the' visit at a time convenieff^o training 
supervisor. ■ " 

2. be sure the purpose is clearly stated. 

3. not interrupt the student- trainee,' s work unless the super- 
visor asks that the student participate in the interview. 

4; record a summary of each visi^. ' " 

5. be sure confidentiality of information is maintained. 

6; 'conduct a foUow-up. interview with ttje student-trainee to advise 
' • him/her pf strengths and/or weaknesses .--^ 

Evaluating On-The-Job Training ' . ' • . 

1. Review points on evaluation form w-ith .empl-dyer. 

2. Set deadline for, completion of form. . . , . 

3-. Arrange for form, to be returned to teacher-coordinator: 

4„ Reviiew completed form with student pointing out, strengths and . 
P "weaknesses and making suggestions for improvement. 

Evaluating Student's Classroom Activities 

1. Write evaluation of student's perf.olrmance' on classroom ^ 

assignments. s . ' ^ ■ - 

• .«2. Evaluate student's skill performance on appropriate, office' 
■ machines. . • . . 

3. Evaluate student's attendance, pyjic.tual i.ty and other pertinent 
characteristics'. - ' ' > ' '. 
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Public Relations - \ / 

1. Publicize the program in school. 

/ 2. Publicize the program in the business community through the news 
ntedia. *^ ' - 

. 3. Make presentations to professional and civic. groups when 
appropriate. ^ • / 

4. Prepare bulletin on program for- distribution to students, ^ . • 
parents, and employers.' - ^ 

5. Make preseritation about program to parent^backer organization/ 
' 6. Publish and distribute COE newsletter,. 

7. Encourage your advisory cormjttee to promote COE program when- 
ever'and wherever possible. 

Recorcls Management ^ ' » * 

In order to have available all of the information to be reported for 
this federally funded program, it will be. necessary to maintain accurate 
student records. j; It is recommended th.at a folder be-maintained for each 
student to include the following documentation: 

1. Classroom performance records, 

2. Application and interview notes ^ 

3. .Record of interviews 

•» 

4. Training agreement . ■ - ' 
•5. Training pi an • 

6. Employer evaluation forms ' ' ■ 

7. Weekly -earnings report 

' ,8. Attendance and work reports 



■ \ . 

CALENDAR OF COORDINATION ACTIVITIES 



August 
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1. Record telephone calls, activities, coordination calls, and- 
mileage to be used in^required reports and other reco.rds. 

2. '- Contact sludents currently enrollecf in COE program to determine 

availability for work and revfew career interest. 

3. Contact other interested students to fill .any vacancies left 
by '^students not returning to school and/or the COE program. /. 

.4. Xreate coordination file folders for students. 

5. Review cumulative records, of students to determine that all 
graduation requirements wjill have been met by the end of the 
school year." * ' - • 

6. Contact counselori:o change student schedule to fit work 
schedule. 

7. Schedule orientation with both students and parents. 

8. Follow up on last year*s COE students to determine curreat em- 
ployment status. • ' * \' 

9. Recruit new training stations ^nd inform employers of COE rules 
and regulations. • * ^ 

10. Seek the a>.d of the advisory committee members and civic and 
professignal organizati.ons In locating new training stations. 

• ' . /• * 

11. Arrange interviews for students as jobs become available. 

•12. Attend meetings of state vocational education association and 
locjal coordinators* meetings. 

13. Prepare article on COE for I'irst edition of school newspaper 
and for '*back-to-schooV* issue of -local newspaper. 

14. Organize advisory ^committee for coming year^. 

15. Review child labor laws and any others affecting the COE 
pVogram. 

16. Prepare -a tentative schedule of activities for youth club; 
publicize planned activities. 

17. Confirm contacts with newspaper, radio, anij television personnel 



' ^ if' >i 



S'eptember . ' |# * 

1. Continue placement' of students and adjust to fit wor^^ftedules. 

^ 2.««. Plan and present' a/t orientatipn program for new students and 0^ 
"'''for those students who did not attend the suiraner origntation 
session. . • 

3. Review training agreements with students, parents, and employer^^ 
and obtain signatures^ ^ * 

4. Visit training stations and. develop a training plan for each ^ 
student. Obtain appropriate si^gnatures- h^'^^ 

5. Build public relations activities around school eyants- 

6i Call meeting of advisory committee. Prepare the agenda and\ 
minutes of the meeting, ^ ' - 

7. Call meeting of youth organization. Elect officers and assfst ^ 
' in planning activities for the year. Encfuraige students to . ' 

beqin preparation for district and state (^ntes^ts, 

8. Make sure school calendar includes dates ^r th$ ,g|p|y s 
functions. ' ^ ^^""W" ' ' - . 



9. Prepare and file enrd^lment report with^tate Department} o^f 

Education, » . ' . , • • . 



10. plan and conduct fund-raising Ppje#|^^' " ^ -. . %! 

11. -Keep a daily log^of coordination ad^6®Jtt^^ .draining station 

visits, telephone caj Is, and mi Ife'age. ^-^Ili v. 



As 



October - November - December 



er|c ' ' 



1. Continue. visiting training stations and develc^og a training y 
plan for each' student. ^ . 

2. Periodically evaluate each training station. . "j^ . 

3. Evaluate student's' progress on the job by conferriftg wij;h-^m^|#<-,:|" # 
ployer. Determine student's grade for first grading pera^^^p.. , 

4. At the all-school open house ^ conduct a program for paren^' ' "''-^-^ 
. . of CGE students.' s ■ , ' " . 

5. ,Atten.d business education department meetings and solicit help, 

from other business- education teachers in developing a strong^;, ~' ? 
COE program. ^ . 



B-6 



6. Continue^^Jjl maintafn daily log oi. coordination activities* 

• • . • ' 

z''^. Plan and^j:onduct media programs prorrfotihg benefits of COE 

■0i program. 

W f • 

^ iiis^' , . '8. Prepari displays promoting CO^rogram. 



...w 9'. " Conduct indivi&al conferences with students regarding their 



peri^nflance onthe job, problems encountered, classroom 
^' performance," and to' offer suggestions and encouragement. 



Pi 



10. ' Maintain a "needs list" fQr supplies and equipment-. 

^ m ^' ^ ' 

11. Havi^n open hoyse f^r sludents, parents, and employers during 
school time to '^ow off classroom. This can be done effectively 
prior to a school holiday,- such as Thanksgiving, Christmas, letc. 

12. Follow, recommendations presented in first advisory committee 
meeting. 

• ^ ' V. 

13. / PlanCadditional meetings of advisory committee as needed. 

14. Provide guidanjce and supervision d^uring youth club meetings. 
Audit mone} and requisitions.. Continue to encourage students 
to prepare for district and state contests. 

15. Attend professional meetings--LAB£r, etc. 

16. Invite local, state, and federal officials to observe^ the 
pro^^m. . . ' 



1# 



January ^ J^^^-^j^ 

« I • , . 

1. Evaluate student's progress on the job by conferring with em 
*^loyer. Determine student's grade for second grading period 

2. Seek help of counselor in making second semester schedule 
• adjustments. . i > ' 

'^'i^tlf Help students who are applying for .scholarship? and grants. 

. ^^'^ 4. Conduct a follow-up study of pravious/graduates. 

5. Update promotional brochures and course descriptions. 

6. Begin preparation for employer appreciation function.- 



7. Interview students individually concerning grades and on-the-job 
' progress. 



8. Order examination co[]ies gf current teachirtg materials. 

9, Plan activities for. National Vocational Education Week. 

; ""pl^iTactw , " ^ ' ' 

\ - * 11. Continue to maintaiii daily log of coordination activities. ^ 

^ February - Mrxh - April • * • 

1. Recruit students. for next year's COE program. 

* . ; a. Have present COE students talk to .business education classes 

and relate successful COE experiences to prospective^COE 
students. ^ . 

b. Remind counselors to encourage vocationally-inclined stu- 
dents to apply for COE program. / , 

c. Put up posters and bulletin -board displays in school. 

d. Distribute application blanks and other information, to 
pro5>pective students. ^ . 

e. Ask faculty to recommend prospective students. , 

f. Collect needed information about prospective students. 

g. / Interview and. counsel prosp«:tive students.' 

h. Choose students for next year's program. 
.,i, ^ Notify students regarding acceptance in COE for com.ing 

year. Assist them with registration, 
j. Notify parents, of new COE students and. furnish t-hem with 
information about the program. 

2. Continue visiting training stations. Review wi,th supervisor 
:the training plaa for each student. Determfne student's pro- 
gf-ess on the job and determine student's grade for, third 

.grading period. ' . «^ , 

3. Select students who are to receive awards. • 

A. Plan activities for National Secretaries Week (April); be sure 
to include school secretaries.- 

4 
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5." Implement recommendations .of advisory committee and call 
meetings as needed, 

•6, Carry out activities planned'for FBLA/PBL Week. 

7.. Attend FBLA/PBL District and State Leadership Conferences. 

8. Order textbooks, workbooks, practice sets, and other supplies 
for coming school year. 



r ^ 



r 
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9. If- funds are available, request new equipment for classroom 
instruction. 



Late April ■ May 

It Conduct employer appreciation function. 

2/ Complete final on-the-job evaluation for each student. Deter- 
mine student's grade for final grade rgiporting peijiod. 

3. Assist graduating COE students with college or employment 
planning, 

4. Complete and submit vocational education reports as required by 
the State Department of Education. 

5. Have an' end-of-year meeting of the advisory committee to assess 
effectiveness of recommendations and to evaluate activities. . 



6. Prepare >or National FBLA/PBL Leadership Conference. 

> 

7. Complete final audit of club funds and submit. to proper 
• authority. 

8. Present awards to selected COE students at;- the school's Hqnors 
Day program. . 

9. Continue to keep daily, log of coordination activities. 



June 



1. Send a thank-you letter to each employer expressing appreciation- 
for participation in the COE program. 

-2. Up<^ate files' for ending school term. 

3. Cond^Cxfc a summer orientation for new COE students to apprise 
them of rules and' regulations governing COE program at local 
parish, aW^^ state levels and to . prepare them for job interviews. 

- 4. Conduct an orientation activity for parents of new COE students. 

5. Confirm existing training stations. 

6. - Enlist new'training -stations. / . 1 ' . 

S3 

. , ' 28 . 
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• 




7. 


Begin placement of students for coming schotfl year. 




■ • 8> 

i 


Organize file folders for new students. 




~ 9. 


Prepare training agreement for new students. 




10; 

$ 


Attend professional meetings. 




% 

, Onqoinq Activities 


• 


1. 


Keep informed of new office practices, procedures and other 
developments by reading professional magazines and other 
literature. 




2. 


Update supplementary materials in classroom. 




3. 


Enlist the aid of the school librarian in acquiring reference 
books and supplementary materials. . 




4. 


Prepare articles for professional publications. 




5. 


Assist in preparation of local COE newsletter. 




■ - 6. 


Prdvide occupational information to counselors and administrators. 


# 


7. 


Participate in curriculum revision as the opportunity arises. 




8. 


Update teaching methods and procedures. ' ' . 




9. 


Revise instructional units as needed to keep abreast of new 
procedures and technology. * 




10. 


Keep classroom bulletin boards up-to-date. , . • 




11. 


•Ob^rve programs at other schools* when 430ssible. • • - 




•12. 


Be actively involved in local, state, and national professional 
organizations. . ' ^ 




13: 


Participate in in-service activities for professional growth 
apd development. 




14. 


Make presentations ,to professional and civic organizaj:ions 

When requested. > - . 




• V 

15! 


Serve students by example in character, dress, work habits, 
and ethics. ^ 


f 


16.. 


Establish and -maintain open'lines of communication with other , . ' 
teachers, administrators, and staff personnel at local and ' 
state level . ' , ' - 
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17. Keep school administration informed of outstanding accompltsh- 
ments by COE students -^in" the classroom and on the job. 

18. Participate in exchange visits for teachers, business and 
industry. , ' . ^ ' 



. so 
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- ' JNITIATION OF NEW PROGRAM 

A new COE program should be Initiated only after extensive planning 
has begun at least aiyear in^ advance. Steps in beginning a new program 
include the following: ^^^y 

, • ' '0 .^^ ; ' 

1. Determine need and feasibility 

2. Outline a tentative. program ' # . - 

3. Present program proposal to 'administrators . 

4. Begin progranf operations 

Determine Need arici Feasibil-ityc 

The idea for a COE program may be initiated by an interested business, 
teacher, vocational supervisor, school administrator, and/or business 
person. Activities to ascertain the feasibility of a program could in- 
clude 'the:'f oil owing: 

^ 

1. Get permission from school officials to investigate prospective . 
program. 

2. Obtain information about operation of a COE program -from State 
Department of Education and. other teacher-coordinators.. 

- 3. Consult key individuals among employers, employees, schools, ser- 
- vice Organizations, and other agencies for regarding desirabi- 
lity "for program. j- . . 4. + 

4. Utilize a temporary advisory committee to assist .in contacts 

and surveys. j -i u-t* 

5. Survey students to determine needs, interests, and availability 
for employment. (Appendix A) , .. . ^ ■ . . ^ 4.„„«c 

6. Conduct an occupational survey to* determine the number and types 
of available training statiqns-. Assistance for such a survey 
can be obtained from a temporary advisory committee. Chamber of 
Commerce, service clubs, labor groups, counselors, and State 
Department of Labor. (Appendix B) 

7. Evaluate data from the following additional sources* 
"a. Parent .interest survey 

b. School board reconmendations 

c. Faculty recommendations 

d. Guidance- counselor recommendations 

Outline a Tentative Program 

Once the need and feasibility for a COE program has been proven, • 
a written outline for its implementation must be devised. Such an outline- 
should include: philosophy, objectives, program management, personnel, 
responsibilities, -advisory committee functions, classroom accommodations, 
and. estimated costs. 
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Present Program Proposal to Administrators ' * . ' 

*A written program proposal should be submitted to t,he followiijig 
levels of administration: high school principal, parish vocational 
supervisor, and the State Department of Education, The staff of the 
Business Education Section, State Department of Education, is. 
available to assist the parishes or local schools in establishing new 
programs and to work with local administrators or coordinators. 



Begin Program Operations 

Program operations must be headed by a qualified teacher-coordinator. 
Essential personal characteristics and state requirements (previously 
cited in the COE program) are to be considered in the selection of the 
teacher-coordinator. . * , • 

Putting the COE program into operation Js then the teacher-coordi- 
nator's responsibility. The teacher-coordinator's duties at this point 
are basically the same as those of a coordinator in an established pro- 
gram with the exception of public relations. A new program will require 
more publicity to both prospective students and employers as it is being 
established. 





• * 



APPEND-ICES A AND B 

APPENDIX A - STUDENT INTEREST SURVEY • 
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. : APPCNDIX.7\ 



STUDENT, INTEREST SURVEY . 



3. 
^ 4. 



Name ' 



Sex (0 Male ^ (' ) Femsk-le^ / ' / - -.^^ ; r . 

Year irv School ( ) Freshman : ( ') Sophorijore • ( ) Junior 

How would you .describe your present healtti? ( ) .Excellent 

( ) Good ( ) Average ( ) Poor, . . , 



Do you have any physical .disabilities?, (- ) Yes^ C ) No, 
If yes-T please 'describe. (It is essential to know whether you are 
confined to a. wheelchair, hard ofihearing, partially blind,. etc,, so 
that we can develop optimum programs and , facilities to serve youj . 



Father 



Occupation 



Where is he employed? 



(Name of Employer) 



Mother 



Occupation 



Where is she employed? 



(Addr'ess) 



(Name of Employer) \. 
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(Address) - 

Parents'- educational background: Check one of the fgllowing for 
each parent. - 

Hother Father 



) 
) 
) 
) 

). ^ 
) 



•Not a high school graduate 

Graduated from high school • 

Business school or trade school 

Some college 

Graduated from college 

Do not -know how much education 
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Number of chrVdren in the family at home^. 



12, 



13. 



14. 



10. Which high, school coti^se„ program, or curriculum best describes the 
- one in whi.ch you are^enroVe'd? 

( ). !• Bylines s ^ 

( ) 2. College preparatory ' 

(") 3^. Shop or industrial arts • ' - \ 

^ ' ( 4; Agricul tur*e v - ' ^ * 

. { I ^ 5. * General *" , * 

( ) . 6. Hom^ Economics,- . ^ 

( ) 7. Fine Arts^ . * 

_ ( ) 8. Other: (Specify) . ^ • ' " 

11. To the best of your knowledge, what is your average grade in all of' 
your high school courses? t - ' 



1. 

2. 
3. 
4. 
5. 



A 
B 

C 
D 

Failing 



What do you plan to -do on a full-time basis during the^first year 
after you complete high school? (check all that apply) ^ 



( ) 

( ) 

( ) 

( ) 

( ). 

{ ) 



( ) 
( ) 
■( ) 



1. 
2. 
3. 
4. 
5. 
6. 



7. 
8. 
9. 



Work full time ' 

Get married . .• - . 

Jer military s«rvice 
k at home for parents . . ' 

Attehd college or university . ■ 

Enroll in some type of educational training 
college, -trade school, technical school, or 

school (school name • • 

Attend college full time arid work part time 
Work full time and attend college part time 
Other ("specify) ' 



such as 
a nurses 



business 
' training 
.) 



How do you think your parents feel about wh'ether you attend college 
after high schoo'> graduation?" ' ' . 

( ) 1. ' Insist or expect me to go ' • 

( ) 2. Want me to go- if I want to 

( ) 3. Do not care one way or the other 

( ) 4. Oo not want me to go or will not allow me to go . 

If your^uture plans "do not" or "probably do.not" include 'going to- 
college, indicate the reasons. 



( ) 1. Tirjed o^ studying 

" ( ) 2. Want to ger a job . • 

( ) 3. Costs too 'rhuch- money 

( ) 4. What I want, to learn is not at college 

( ) 5. Feel that I do not have the ability 

( ) 6. Other (specify) j 
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15. If your plans ^'probably" o^**'definitely" include attending college, 
which college will you mo^t likely attend immediately after high 
school? * ••^^^ — ' ' I 

16. What do you want to do for your* life's work-vocation or occupation? 
Please name: first choice ^^^"^^ 

second choice. ^ 

17* Who do you believe has influenced greatly your occupational choice 
.the most? . ' • • 

( ) Mother ( ) Older brothers and sisters ( ) Fellow 

( ) Father ( ) Teachers Students 

( ) Grandparents ( )- CQunselors 

( I Others (what do they do?)-'^ 



18. -Which do you think is most important in -a job? , (check only one) 



( ) 


1. 


Security 


( ) 


2. 


High pay 


( ) 


3. 


Nice working conditions 


( ) 


4. 


Prestige 


( ) 


5. 


Chance for advancement 


( )• 


6. 


Being able to find a job 


(' ) 


7. 


Liking your work 


(■) 


8. 


Other: (list) 



19. Do you (or have you) participated in any type of work experience / 
during the summer or after school hours? r - / 

( ) Yes ( ) No • If yes, answer the following; 

1. Check the type of work experience you have had or havq now. 

( ) Regularly after scjji&tff 

( ) Ful.l time'duringuie summer ' - 

( ) Occasionally * - 
2; How many hqtJrs' a week?. During* school yeSr surgmer 

3. Approximately hqw much do you earn a week (before deductions)? 
During school year ' summer 

4, What work do you do?''^ • . * ' . 

During school year ^ - I 

Summer " ^ ' 

20. To attend a school or an occupational program of your interests: 

1. Could you commute up to 10-20 miles? 

( ) Yes - ( ) No . ( Don't know' , ■ 

2. Would you work part time "and summers to earn your tuiticj^ and 
expenses for education after high school? 

, (-) Yes ( ) No .( j Don't know'. , , ^ 
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21. After you finish high school, do you 

' { ) 1. Prefer to remain in the (Insert local town name) area if 
you can find a job? 

( ) 2, Want to move to* (insert name of a city), area? 

( ) 3. Don^t know— it depends on (give reason) 



22. The men' and women of this nation are employed in thousands of different 
-occupations. It will never be possible for (insert name of school) 
to offer programs in all of these different occupations. It is, 
however, possible for several nfew career programs to' bp offered. 

You can help in the planning of future programs by identifying the, 
types of jobs in which you would be interested for your career. 




APPENDIX B 
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OFFICE OCCUPATION'S SURVEY - 



Voyr firm's name will^not used in connection .with vpur answers. The 
information furnished by*you and other busineVfs wilT be used for sta- 
tistical purposes only. However, if there are any questions^which you 
do nbt^wish to answer, please .omit them. 

Name of Business " Type of Business . 

Address of Business ■ 

Name of 'Owner or Manager _j , •_ 



Number of full-time office employees: Male Female 

Number of part-time office employees: Adult Male ' Female 
^ ' High School Mai e- Female 

Beginning salary Qf qffice employees hired 



Average or range 
Name or, types of employment tests administered : 



M"inimum number>of years of new full-time off tee employees 



Minimum profjciency level required for new full-time office employees: 
Typewriting Stiorthand^^ _, 

Place, aciditional,XQjments concerning education and tra1ni*ng desire?!, of 
new full-time employees on the reverse side of this she^^^ . 

Do you- have' a formal training program- in your firm? Yes' \ No 

Do you have difficulty securing competent office workers? Yjes 

\} If yes^ which area? _^ 



What do you feel are likely to be the best employment opportunities in 
office occupations during the- next few years?. 



Would your firm be willing to provide part-time employment to a coopera- 
tive office education student? Yes 1 No 

Would you like more information concerning the program? Yes No 
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Chfedc below the type^ of office occupations which exist in your firm: fj> % 



Receptionist 
Stenographer 
Clerk .Typist - ' 

Calculating Machine Opef^ator 
Key Punch Operator 
1<ord Processing Operator 



) File Clerk 
) Secretary . ' ' 
)^ Duplicating Machine Operator 

General Officg GlerR 
) Transcribing Machine Operator 
) [ \ ^ 



Check below the kinds of Teaming experiences that your firm's office 
could offer the student: • ' ^ ^ 



Typewriting ' 
( ) Business letter 
Memorantlums 
Form letters 

Type and correct spirit * 
masters, stencils, or offset 
masters 

Printed' business forms 
(invoices, monthly statements, 
etc,)- - 



'( ) 



(-) 



Operating Office Machines and Equi 
Typ«wr iters 



pment 



) 

)- 
) 

Data 
) 

) 

Word Processing Eqyipment 



Dupl icating Machines 



( ) 

Adding and Calculating Machine 
( ) 10- key adding 
( ) 10-key printing calculator 
( ) Electronic calculator. 

( ) . _^ 

Taking Dictation and Transcribing Clerical Tasks 



( ) 
( ) 
( ) 
( ) 

( ') 

Telephoning and Communicating 



Write shorthand • ( ) 

Transcribe shorthand ( ) 

Operate shorthand .machine 
Transcribe from recoi^ded 
inedia--belt , disc, etc, ' ( ) 



Electric 
Manual 
Electronic 
Processing 
Key Punch 



Equipment 



Spirit duplicator 
Stencil duplicator 
Offset duplicator 
Copying machine 



" Performing mailing tasks- ' 
Filing ^ ' • 
Financial and record keeping 
tasks ' ' 



( ) 
( )■ 
( ) 
( ) 
( ) 
( ) 



Place local and long distance telephony calls 
Answer telephone , - ' ' 

Screen employers' calls . . 

Record telephone messages 
Compose business correspondence 



Name and Title of Cojnpapy Official 



Source: Cooperative, Distributive and Office Education Programs ,- 
Bureau of Business Education, California State Department of Education. 
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ENROLLMENT ' ■ / /-W'-Jr 



A. minimum of 10 students 'must be enrolled irt 'COE ,to ^ij^rt^^' ^ 

ing program, a minimum of 15 students or less for one>Tn6nt^/,eicten^^^ 
employment, and 16 students pr more for two. months ekteiii^edV^^ypym^ 

- in order for a student to enroll in the.COE training prdgr^l 
school may require specific courses, a certain letter grade ^'tn^' f.ectJ^fl^'B^^ ' 
courses, or a specific grade-point average.' * r - . ^; "\ 7 ■ - 

There are specific criteria which should be met prior \6,;^nraTlm^^ 
The criteria listed below are in addition to any criteria*reqil|red 
individual' sch'ool . The student should: ^ 'T^ ,/;'.- 

1. be 16 years ofcage. :r \^ ^ » , • ; - " '\ 

^ 2. be- entering hts/her senior year. t/^ , * : ^ ^ 

3. have pareoiat cqnsfent. ^ '^t^ \ ' . 

4. .ha^ compje'ted Jyping f. : ' - . ^ ■ ■ 

5. have and maintain a. "c'' average'. • • ^ ^ 

6. -^' provide hH^/her own transportation to^;,$he\ jobl - 

■ . 7. hav:e^''a satisfactory schoo.t attendance* .^nd disciplinary 
record. ^ <v^i;i ' - ' ^ "x - - 

' 8.' /be required to en?djT in'-a reJated cUss. ^ 

If a strident does not meet .the criteria .outHn^d above and th€i 
criteria set by a school , ..that student shoufd be discouraged from ap{i]y- . 
ing for the C0£ train liig program through /the use of the recruitment 
process. - ^ - . ^ ' ; * 

In' order to select the most qualified students for the prograrfi,, . 
there are three stagesi'Which should be completed^^ They are: 

1.' The Recruitment Process • - / . 

. 2. The Application Process ' , * ^ . \, 

3. ■ The Selection Process ^ ' 



The Recruitment Process 



Recruitment activities should b^ conducted througliput the^jyear. 
Most activities are concentrated at certain joints iin |lTe year: ^ 
(1) %c?^9- pre-enrollment or pre-regi.stration time and^2)' -a% ^k^; •^>u C^' 
beginhing.pf 'the school year; ^ V?j '' •' ^ 

■ During the recruitment process, a- plan' should 'be developed for' 'k^ 
recruiting students who satisfy the cri teria heeded for enrorllment ir^'^ 
the prS^m (Items 1-8 above). ' ^ ' ' ^^-^ 



The following steps* are recommended, for recruiting qualified ^' 
students. ' ^ - 

1. Develop a brochure or one-page flyer outlining the purposes, 
advantages, prerequisites, , and application procedures for 
,the cooperative program, .Incltide directions about a^tTme 
and place to leave application or to meetj/ith teacher- 
coordinator. (Appendix C) ' - 

Z.. Use the-recommended application form. (Appendix D) 

3. Meet" with the genereh faculty and guidance counselors-as .a » 
group or individually to explain the cooperative program, 
its benefits'^ to the students aind. the school', and the appli- 
cation procedures prior to beginning the recruitment process. 



4. Supply the department faculty and counselors with recruit- 
,\ ment brochures and application forms, 

5, Wake arrangements for recruitment activities such as: 

a. Homeroom anifouncements ' , * 

b. Alt-school assembly 4^ f ' ^ - 

c. After school meetinfl for interested students 

d. Speeches in homeroQfi and prerequisite -courses 
e/ Bulletin boards 

f. Community and/or parents* meetings 

g. - Hand-out brochures to students f^^^ . ' 

h\ Radio programs, articles In local and school newspapers 

.i. Special career days 

^6. Conduct your recruitment activities.. Be^available at the 
time and place announced. 



The Application' Process 

Those s|;udertts wHcy meet the initial criteria should make a formal, 
w|*tten application for enrollment and be interviewed by the teacher- 
coordinator. 

r, 

Steps wh.ich should be followed in the application process are: 

1. THe student' should fill in and return an application for 
•enrpllment. (Appendix, D) ' • • 

> 2. Schedule an interview with^jfie student applicant at a 

convenient time apd in a quiet, private place. 
/ (Appendices E and F) • .• ' 

.. • 3, The assistance of the teachers should requested to assess 
the "employabjlity" of- the COE applicants. 
(Appendices H, and I) 
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During the application process-, the teacher-coordinator shouW 
check the students' school records. This my be done before or after 
the interview. . ^ • 



The Selection Process _ , 

Students should be selected for the. program based on their: 

L ability to meet the established' criteria . ; ^ 

2. -applifation. 

\ 3» interview. 

'4. reconmiendatiohs from other teachers.' 

Upon selecting tnose students eligible for enrollment, the teacher- 
coordinator should notify the .student applicants in person'or by letter. 
(Appendix J) j . , ^ 

• After the S;tudepts have been notifieli,' they should sigh a student 
^ agreement form that .itemizes some of the policies and procedures inherent 
in the cooperative program. (Appendix IC) 



The students who have been selected must be plStced.pii.a jbb and 
sign a training agreement beford full approval for admittance to the 
program is fina/f. 



/ 
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What is COE? 

Cooperative Office Education is a program of 
instruction which trains students in stenographic, cler- 
ical, data processing, or bookkeepitig skills for careers 
in these fields. It is a partnership between the school; 
the student, and a lodal businessman. 

Student trainees attend school part-time and 
receive supervised worlc^ experience under actual working 
conditions for wages. 



What are the requirements for enrollment? 

1 . Be 16 years of age 

2. Be entering his/her senior year 

3. Have parental consent 

4. Have completed Typing. I • 

5. Have and maintain a "C" average 

• 6. Provide hisVher own transportation to the job 
7. Have a/satisfactory school attendance and 

disciplinary record 
a. Be required to enroll in a relatedclass 



Pick up your application blank in the COE Office today 
and- return it as soon as possible to; f 

Teacher ^s Name \ 

in » 

' ^ Room Number 

You will be !caTl'ed in for an'interview as scJon as your 
application has been processed. ' ' • 



What are the values of COE training? 

K \lyes bWanced training between theory and 
pr^ti-ce^ 

2. Prepares many for the\type (5f work for which they 
are adapted. 

3. I ncr eases. conJta€4; with realities of life. ^ 

4. Provides actual "vdrk experience, 

5. Money can be earned while Vearning, » 

6. Provides valuable on-the-job training. - 

, 7. Assists in developing ability to get along with 
people. 

8. Prd^ides "increased chances for advancement. . • 

■ * o> 

CM 

9. Gives school credit for on-the-jgb training. ^ ^ 
10.. Develops self-confidence. 

11. Makes school more interesting, and meaningful.- 

12. Provides marketable skills to, aid students. in *more 
^ advanced training. 

13. Often Leads to full-time employment.- 

14. Motivates interest In 'schdol subjects. \ ' 

15. 'c», Provides a tryout in an occupation which m^ay aid 

In the choice of a life career. 



APPENDIX D 
CCX}PERATIVE OFFICE EDUCATION 
STUDENT'S APPLICATION 



Date. 



Name. 



List 



Firti 



Ktddle 



Sex. 



. Birthdate . 



Single , 



Address. 
Height^ 



. Telephone . 



Weight. 



. General health- Good . 



Average . 



Physical Handicaps . 
Wear glasses' 



.Homeroom Teacher. 



Socul Security No. 



Have you had any disciplinary action (suspensions, etc.) in school? Yes 

Days absent ^ 

Are you a member' of a family with income at less than Sd.OOO a year? Yes_ 
Are you. receiving any special counseling, social work, or physical services?. 



.No. 
No. 



•Age- 



. Married . 
Race 



Poor. 



High School Sul^'ects and Grades Earned 



Fr»shmin Yetr 


SophomofQ Year 


Junior Year 


Subject 


Gride 


Subject 


Qrtde 


Subject 


Grade 























































































In considering .preparation for a career, in what type of work do you^desire training while attending school? 
^ First choice Second choice , r ! — , — 



Name of parent 'or guardian . 
Address 



. Busipess Telephone , 



Father's Occupatipn. 
Mother's Occupation . 



Do yoii plan to graduate at mid-term? Yes 

Do you plan to marry before graduation? Yes — 

What do you plan to do after graduation? 

Are you working now? . ^ Where' ^ 



.No. 



No. 



Address . 



Telephone 



School organizations you belong to _ 
Church 



. Other activities 



What high school teacher would recommend you for the program? * 

List jobs you have had: 

Employer and Address ' Types of Duties ^ 




" r — ^ 

Time Period 
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APPENDIJ( E 
PERSONAL INTERVIEW FORM 



• NAMg . ' ^ , . 

Who! do you plan to do aft«r graduating from high school?. 

If work, what ar« your ambitions? ' 



Dat«. 



What will you io with th« money you earn while fn the program?. 
Dp you tike school? YES NO J (WHY) 



Are you enthusiastic over the possibility that you may qualify to' take Cooperative Office Education?^^^ Sre— 

WHY) \ . • • 

What do you think will be th* most interesting phase of working- in o Cooperative Office Education?. 



Are you working now? YES NO (WHERE) \ , 

How long employed by this firm? ' Present hourly wage $ ^ 1 

Dp you prefer this firm as your training station (if approved by the Advisory Committee)? YES NO 

.(JUSTIFY) \ 

Do you think ihe class should have its own club organization,. to have social and educational activities of its own 
planning: YES NO (WHY) _ . , 



If the class should take o field trip, do you think the group should go by private automobile or by public 
fran$p^rtation?_^ ' 



(WHY). 



If by private automobile, do you agree with school poTicy of one adult chaperone in each car? YES^_ NO. 
(WHY) , — 



Do you think it is important for o school or place of employment to have policies that <Jetermine what. a group 
under its oothority may or moy not do in the discharge of their duties or obligations to that orgonization? 
YES NO (WHY) 1 \ 1 — 



What should an individual do if he is told to do something by his teacher (or employer) <5ven though that iridlvidual 
feels that such action is not necessary o^he feels he knows of a better way of accomplishing^ the same result? 



QUALITY 


HIGHLY 
ACCEPTABLE 


ACCEPTABLE 


DOUBTFUL 


NOT 
ACCEPTABLE 


Personality 










Attitude ' ^ 










Cooperation 










Calmness 










Respect for outhority 


J 








Acceptance of poljcies 
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APPENDIX F 
INTERVIEW RAYING ' 



NAME. 



Age 



Dote 



QUALITIES TO BE RATED 


HIGHLY 
ACCEPTABLE 


ACCEPTABLE 


NEEDS 
HELP 


Pcrsonol oppooroncc ond grooniing 








r^AnAml Knau/iAnnA far tnA lOa 








r Of au iiu i|i 1 y uiiu liiuiiiivi 3 








^flA#»pn MOtcti ana conversational aniiitv 








Attitude ' 








Enthusfdsm or interest 








initiative ar originality 








Maturity and pa1^e 








Reasaning and judgment 








Sincerity 4 . 


-1 






: — 

Tane af the interview * 









^COMMENTS OF THE INTERVIEWER- 



Interviewed by_ 
Organiz,atran 
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APPENDIX 6 



DATE: Current ■ 

TO: Teachers - ^ ' . - 

FROM: Teacher-Coordinator . 

SUBJECT: Evaluation of Cooperative" Office Education Applicants 

-mm * ' ^ ^ 

Your assistance' is requested to help me to assess the ^"empToyabilUy" 
of prospective COE students. The students should be evaluated in rela- 
tionship to 'the following expectations that business has of a beginning' 
student worker. ^ / 

1. Full day's 'work for a ful\ day'.s pay. 

2. Adherence. to employer's establ i shed 'customs and" policies. 

3. Proper care of employer's equipment, materials, and supplies 
V, • * 4. Good 'judgment' in handling confidential company information. 

' 5. Respect for supervisors and other management personnel. 

6". Initiative and originality on the job. ^ 

7. Regularity of attendance and punctuality. 

^ ' i&r^ Company loyalty. X 

' 9: Appropriate personal appearance and good grooming habits. 

■ 10. Accuracy and completeDess.-of assigned tasks! ' ' 

Please complete and return the attached sheet to my faculty mailbox by 
(Insert Date). I sincerely Sppre/i ate your cooperation. 




\ 



60 



A 
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(Memtj. to Teachers) 
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APPENDIX H 

FACULTY EVALUATION OF PROSPECTIVE COE STUDENTS 



* COE Applicant 


. Highly • 
Acceptable 


Acceptable 


Doubtful 


Not 
Acceptable 


1. 






• 




2. 










3. 










4. 


- 








5. 








— — 7 


6. 








< 


7. 


... 








8 






? — 




9 




















11 




* < 






12. 


; 








13. 










14. V " 










,15,, ' ^. 










r^^^ — ' 

16. % , ^ • 











COMMENTS: 



Signature of Teacher: 
Date: • 
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.APPENDIX I 
TEACHER RECOMMENDATION 



f^EMO TO: . 

MEMO FROM: COE Coordinator (name) 
DATE: 



has applied for 



enrollment in the COE program for the coming school year. Please assist 
me in determining his/her eligibility by supplying the following 
information: » ' • * 

Subject : 

Grade : [ . , * ^ 

Attendance: - , ^ 

Was he/she: 

Dependable_ 



Industrious^ 
Courteous 



Emotionally stable^ 
Do you: 

Highly recommend 

Recommend 



Canfiot recommend^ 



Comments: 



Signed 
B-35 
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• • APPENDIX J ' 




> 


^ 'a ^ • ' * • 






Current Date ' 




c 


Name of Applicant 

, ^ Street Address ^ . ' ^ ^ ^ ^ 

City,- 'State Zip Code ^ - , 




' * ' 


. Dear Applicant: * * 




t 

4 


You have been selected for the 19 - 19 Cooperative Office Education 

"•*class. With this honor comes your responsibility to 

/ High School to represent it as a model student and office worker at all 

times. ' ■ 


t 




The COE class will officially begin this summer with parish-wide and 
local workshops. Dates and time schedules for them will be announced 
later. AtteYidance at these workshops is mandatory, sb keep that in 
mind when you are making your personal plans fo^ 1;he first of the * 
summer. 

In the meantime, a brief orientation meeting will be held (Insert Date)^ 
in Room No. (Insert Room No.)^ Please make arrangements 'to be present 
so that we can discuss your immediate future in COE. y 

* Sincerely,^ • 


« 




Teacher-Coordinatdr 
* ' * 


> 

f. 




w ■ ■ ■ ■ ' ■ 






*' (Letter of Notification) ^"^'^*^>-i,,..^y^ ' ' 
• ■' . ■ ■ B-36 ■ ' • • .'■ ■■' 
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• • ^ APPENDIX K , 

♦ — 

, • ■ COOPERATIVE OFFICE EDUCATION ' 

' High School ^ . 

Cooperative Office Education .is designed to provide on-the-jot training 
and in-class school preparation for office occupations. Studeat,s accepted 
for this program must be 16 years old, have* and main^tain a "C" average, 
be a senior during tRe training peniod, provide their own. trartsportatioT) 
to the job, have a 'satisfactory school attendance and disciplinary record, 
and have their parents' approval to be in the program-* 

Upon acceptance for the Cooperative Office Education program, the student 
and hiSu/her parent^ must, understand and observe the following requirer 
ments and responsibilities: * , ^- ' 

1. A COE student must complete the full school year in order to receive 
the 3 credits for the related class instruction and on-the-job train- 
ing. No COE student who elects to 'graduate at" midterm can expect 

/any partial credit. * \ ^ 

2. Students are expected {o attend both school al^ work each day. If 

a student is absent from, school he/she must receive permission from 
the coordinator ta go' to work that day. A student may not attend 
school in. the morning and e)(peCt to be permitted to miss work. 
Attendance at school and work go together. ' Excpssjve ^qttendance 
violations. will not be permitted. 

3. ^the COE coordinatpr^must know wftere each student is at all times 
during school and work. A student who cannot come to school or 

, report for work must notify the coordinator by 8:30 a.m. No student 
may leave ^school without permission of the COE coordinStor. ' » 

4. Students will be responsible for notifying their employers as early 
as poss-ible when they will be absent from or lat~e to^work. 

5. Absences from and tardies to school and/or work must be 'reported by 
the student on the appropriate written form to^^^oordinatop. 

6. Students will work' an average of45*-25 hours per w^ek. The- "total 
in-school hours and on-the-job hours should, ngj e)^ceed 4& hours per 
week. ^ - ' . • • \ ' 

7. Student work, hours are set fey individual employers." The student \ 
should be willing to work* during school vacations such as Thanks-. - 
giving, .Christmas, etc. ' 

. ' . • • 

8. Time off from work for -val id, reasons should be. arranged in advance! 
(1-2 weeks) in cooperation with the COE coordinator. and the employer. 

?7^A^C0& student fnaymot q ui L - lii s/ h e r j ob wfthotrt prPor approval af the 
coordinator. Students not working cannot receive cour*se credit. 
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10 Wage rates , win be set by the employers. The coordinator urges all 
'employers to pay the minimum wage. However,, employers may legally, 
- elect to P9y no' less than three-fourths of the mfnimum wa'ge rate; 

11.. A COE student is expected to follow the rules of High School 

and the rules of the training staticyi wHere he/she- .is employed. 
Thefts of money or merchandise. or any other serious infraction of 
em.pl oyment regulations will not be tolerated. 

12. Upon being hired, a COE student should acquaint himself/herself 
with: . ' . 

■. Company rules and policies Dress regulations 

Working hours Payfferiod 
Names and titles of persons with whom he/she works 

13. Rules of etiquette are to be observed at all times. 

14 Students will be periodically rated on the job by the training 
station supervisor. The coordinator will review each student s 
training station evaluation with him/her at the endof each grading 
period. 

ft 

15 Students should keep the coordinator informed about any problems 
or changes in schedule that may confront them on .the job or in 
school . - ^ 

16 An interview, does not guarantee one 'a job. Students .may be. sent 
on several interviews before they are hired. Students are not 
duaKafftf^rdrlobs in a certain geographical area. The -coordinator 
does not de^e where. a student is hired^The final decrsion is 
left up to the employer. ' ^«>^^ 

17 CQE students will be dues-pa^pg members of the COE club and 'parti- 
cipate in all club activities which include the fund 

raising project and the Employer Appreciation Dinner at the end of 
the year. - , • 

All stud^ts.in Cooperativeilff ice Education must observe the preceding 
rules.' Infractions of these rules can result -in the student s dismissal 
from the course and a grade of "F." - 



(Name, Coordinator) " (|}ame. Principal } 
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•I have' read and understan^l the policies of the High School 

Cooperative Office Education. program and give my permissiori for 



to enroll in it, I understaod and expect my child to* under- 



stand and follow the rules of the program. 



Date 



Parent's Signature 



I have read and understand the policies of the - High School 
Cooperative Office Education program. ,1 agf-ee to follow the rules gf 
the program at all times while I am a member of the program. 



Date 



COE Student's Signature 



ERIC 



(Student Agreement) - 
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■■s-J>LACEMENT 



Employment in a Cooperative Office Educatioji program is considered 
an extension of the classroom instruction. Student pl-acfem'ent ^begins with 
recruitment". Once enrollment is established, trajninjg stations must be 
carefully evaluated, and student placements should match career 
objectives,! interests, atid abilities. with jobs at specific training 
stations. The training 'station provides? divers if-4ed and supervised work 
experience in the'occupation- selected by the/stiftfent. 

Plac-ement must be mutual'ly acceptable to both employer and student 
(as well as the parents of a. minor) and have the teacher-coordinator s ^ 
approval. The development and success of a COE program is largely _ 
dependent upon the degree to which the coordinator can locate and develop 
good training stations. . '. , 

STAGES IN PLACEMENT 

Successful placement involves a step-by-step process that begins 
with the recruitment and identification of the student-trainees. Basic 
stages are much the same for all COE programs with the exception of minor 
■additions or adjustments to meet the idiosyncracies of individual school 
systems. 

TRAINEE INFORMATION 

The teacher-coordinator must -be fully informed in any and all areas 
concerning the student-trainee. To avoid unnecessary problems, the 
student and his/her parents must understan^d completely what is expected 
of him/her as a member of the Cooperative Office Education program. 

Identification Card . . . " 

The student-trainees were selected for enrollment earlier. By now 
the coordinator has 'checked to see that they, are 16 years of age, have 
social security numbers and birtja^ertificates,- and have indica.ted a 
career objective or vocational goal. .This data was recorded on each 
■trainee's Student Information Card and placed in the file. (Appendix L) 

Student. Agreement . ■' . ' . 

Have a signed student agreement form oii .file for each s^ent. 
Before placement, ask each student to sign and return this f^. This 
agreement lets the student know in advance and in writing the policies , 
and procedures of the COE program" concerning ,(a| absenteeism and-a^jfend- 
ance regulations-, (b) credit hours and grades, (c) the role of the/ 
coordinator in establishing working hours, hiring, and resignvng^and 
(d) the student's responsib.iUties ta the program. (Appfendv-^^ 



APPENDIX L . 
EXAMPLE OF STUDENT INFORMATION CARD 

Stud*nt*t Horn* 



Jyp^^f Business 

Summory of 



Addr«ss 



Person -to $«• " How to RoocK 



Date Started to work__ 



Social Security No> 



Sox I Btrthdotf 



Poronf't Nomo 



Occupational Objocfivo QE~CoHi_ 



SCHOOL SCHEDULE 



SkilU, Unowlodgo, Abtlitio* 



Sobtoct 



Doto of Vistt 



ToochOr Room No, 



Porton Contoctod 



Commontt 



TRMtflNG STATIONS 

•The coordinator should develop and maintain a Training Station 
Resource -Fi 1 e for reputable companies that employ individuals for the 
type of job title needed. Once a training station has been established 
maintain it. 



TRAINING STATJON RESOURCE FILE 



Naae of Firm 



Type of Buslnesa 
Address 



Contict Person 



TypeCs) of Jobs- Available 



Bours 



Coisaents 



Dace 



Telephone 



Wages 



(£rx>ac) 



StudenC Placed 



Daces Job Title 



CoomenC 



(back) 



Employer Contact 



Visit potential training stations to gain their cooperation. Some 
coordinators in established programs send a letter to past; as well as 
potential training stations just prior to starting the placement of 
students. They ask emp.loyers to call or write if they have part-time , 
openings or anticipate having them in the near future. However, the 
teacher-coordinator should follow a definite criteria in the s^election^ 
of training stations. 



The following items are SuggestedUs criteria in selecting stations 
The prospective training station: 

1. should have a gpod reputation of ethical business practices. 

2. should provide a variety of direct experiences associated 
with thp occupation that^ requires both skills and knowledge 
and not merely routine work of a repetitive nature. 

3'. should' have a sponsor interested in assisting in the training 
of the student-learner and in establishing good supervisor .and 
student-learner relationships. ^ 

4. should furnish a minimum of fifteen working hours per week. 

5^. should be accessible* to' the school. 

6. should be willing to pay the student 'th^^ prevailing wage for 
beginning workers with similar training an^d experience. 

J 7. should have up-to-date facilities 'and equipment. 

8. should be safe and free of ha'zards that might impair the 
safety or health ,df the student-learner. 

. 9. should be willing for the coordinator to Visit the business 
and observe' the student-learner, as well as provide time for 
conferences with the coordinator to plan, evaluate, and discuss 
' . the student *s experience, progress, or problems. 

* 10/ should agree to promote school att^fhdance and cooperate with 
the coordinator in maintaining the standards and rules of the 
program. 

^» • , ^ * * * 

It is equa-lly important that the coofdinatof have a definite plan 
for his/her visit with a potential training station before he/she ev^ 
moves in that directipn. The following arfe suggested .guidelines. 



Prior to the visit: - % 

•1. €3.11 and^arrange an appointment with a top management person; 
- secure the correct name and title of the person to he visited 
from the secretary or receptionist.,. 
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2. arrive on time. " • . , 

* 

3* if possible, take along brochures or other information that 
describes the cooperative program and company benefits-* 

During tbe visit: ^ 

1. introduce oneself; call the person by name; use the business 
card. 

♦ 

2. state the purpose of the call. 

3. briefly explain the purpose of the cooperative program ^and 
emphasize the benefits to the company and the community. 

4. encourage questions and answer questions thoroughly. 

\ 5. discuss problem areas, meet problems calmly and admit to areas 
of concern; avoid controversial issues. 

6. hand out brochure briefly outlining the program, roles of each 
party, and suggested procedures. Avoid making the program sound 
too complicated by itemizing too many details. 

7. seek the employer's cooperation - *'Will you .employ ofie or two 
students this year?" 

8. if the employer agrees, describe the type of job needed and 
determine what job(s) they have available* Secure the name of 
the person one shoufd contact for making further arrangements. 

r 9. even if a "no" answer is received, conclude the interview by 
thanking the employer. Ask the employer to please call if a 
suitable job becomes available. Leave -information and a business 
Card. 

After the visit: 

1. record impression of visit on the "Evaluation of a Training 
Station" form. An example of this form can be found in the 
EVALUATION PROCESS section. 

2. follow-up with a letter thanking the employer for visiting with 
you and,j*f appropriate, for, agreeing to cooperate as .a training 
station. , 
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'' tralni ng Agreement J 

As one locate'S j(Jb openings and seeks employer cooperation as a^' 
, training station, WQrk for an understanding concerning the school's needs 
and the company's needs, as well as the role of each in the program, the 
general policies are explained on the. training agreement; review them* 
with the training sponsor^ (Appendix M) ^ ' 

Student Interviews * ^ 

Select studerrts for interviews; .Talk with each student ?ibout the 
job and establish mutual approval prior to sending him/her on the inter- 
view* In selecting students for interviews,, take care to match, as 
nearly as possibly, student interests and abilities with the requirements 
of the job* Ask the employer to -confer with the coordinator before 
making any commitment to a student-applicant * 



Introduction Car*ds 

Give each student-applicant an introduction card that tells the 
employe.r that this is the cooperative program student who ypu discussed 
with hi'm/her earlier, and who is arriving for an interview.^ (Appendi'x N) 

Have students report their impressions aS soon- as they have been 
interviewed. If a student dfslikes a specific situation, the teache?;- 
coordinator should , determine what the reason is and, decidfe if it is a 
legitimate one. . ' 

Trainee Orietn tation to the Job ^ ' , 

— ' ~ 

Coordinate the student-trainee's orientation to the job. This could 
be accomplished with a checklist. Dse one checklist for each student 
and. mark each item as, it is completed. Some items that could be included 
on the checklist are: . . 

^ 1. Explain the business giving specific information about the area 

where the student will work. 

2. Give the student-trainee the location of the. office, names of* 

those with whom he/she v/ill work, and the possible duties he/ 
she could be asked to perform. 

^ 3. Inform the student^-'trainee exactly for whom he/she. will be ' , 

working and where his/her responsibil i ties lie concerning his/ 
her supervisor. , 

\. Inform co-workers of their relationship to the^Tfudent and seek 

''^their cooperation. ^ 



5, Be certain the jstudent is informed of arrival time, departure^/time 

check-in procedures and check-out prpcedures, 

6. Inform^ the student of lunch. time, relief procedures, and 

^ regulations.' . . ' ' '-^ 

7. Be certain the student is informed concerning time-recording 

procedures," pay schedule, deduction from pay and computation . 
of wages • , ' ' ; • * * * " \ 

8. Inform the' student as to aij'propriate clothing to be' worn • 

9. Stress the need for confidentiality in any work situatiqn ^' 

to the student* - ^ . , * ^/ 

10. See^ the cooperation of the employer in providing the^ student 

with .special pamphlet^,, brochures, and materials that include 
- information about the company, its policies, fr.inge benefits, 
and rel ated ' termi nol ogy , ^ ' , , 

Training Plan 

• 

Develop the training plan with the training supervisor, A step-by- 
step training plan should be developed for each student. Listed below are 
suggested guidelines for the successful^use of the training plan, ^ 

1. Each student is to have a training plan. A new training plan 
is.neqessary-each time a student changes job stations. 

2. Discuss the proposed training plan with the trafhing station 
supervisor. 

3. Review and update training plans as needed. ^ 

-4. Complete training plans prior to the beginning of work. , 

5. Each party affected by the training plan. should have a copy . 
' 'for hisZ-her files. 

The training, plan can be the best understood , and most servic^ab-le 

instrument used in describing the capabilities of the studervt'and the 

related job requirements. It is an open means of understanding, between 

the coor;ifnat6r, employer and trainee. (Appendices 0 and P) 

* * * 1 

Related Instruction ^ - ~ ~ 

' '^Plan'related instruction topics arid activities based on the training 
agreement and training plan immediately. Needs determine' priori ties. 
The RELATED, INSTRUCTION DIVISION provides suggested topics that may need 
to be reviewed. ^ ' ^ ' 
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- coe training agreement , 
-'studenY^ihtroduction card 

- coe training plan , 
appendix p - coe training plan 
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APPENDIX M \ 
•COOPERATIVE OFFICE. IDUCATION 

r , 

TRAINING A6REEM§NT ^. 
, (Nam^ of School) 



The employer 
agrees to. empl oy 



(Name and Address} 



' (Name and address of student-learner} ~ 

on a part-time arrangement.' This will serve to out-line the. conditions under 
which an. effective work-experience program ifiay be carried on. 

1. The employer will assist the school in. supplementing the' 
cooperative education program by providing diversified work 
experience on a part-time basis during the school year. 

2. The student will attend school half of each day and work a 
minimum of fifteen (15) hQurs a week. 

3. The employer will assign some members of his organization who 
will have a continu-ing responsibility for the training- and 
supervision of t"he student-learner. The person responsible 
for this training on the job is 



• (Name and Title) / 

The student-learner will be paid a beginner's wage af 
per hour. 



5 The teacher-coordinator will be permitted to visit the training 
stations to observe the studerjt at work and evaluate his program. 

6. At regular intervals the coordinator will- consult with, the 
^ployer or immediate supervisor of the student-learner for 
the purpose of evaluating the student's progress'. 

7 The coordinator will teach courses related to the work of the. 
student, correlate the school instruction with the work experience 
and assist the employer in developing the student during 
employment. . • . ' 

8. The student agrees -to report for work punctually and regularly. 
He also agrees to follow the orders and instructions of. the 

• supervisors at all times and perform diligently the -work he is 
' assi.gned.,^ . . ^ 

9. All complaifnts shall be made to and adjusted by the teacher*- , 
coordinator. . ■ . 
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TRAINING AGREEMENT - Page 2. - 

10/ This agreement may be terminated by t^ie employer at-^any time.^ 
after consultation with the teafcher-coordinatQr. 

The teacher-coordinator may terminate this agreement at any 
time after consultation with the employer, ' 

The. student may change his place of employment ojily after 
consultation with and approval by th.e teacher-coordinator. 



The student will work from 



. to 



^/iarily for 



total of 



hours a week. 



The student's work period will begin_ 



SIGNATURES: 




(Date of Empnoyment) 



Teacher-Coordinator 


/ ' Administrator ^ r ^ 






Parent or, Guardian 
• 


' \ Employer or Representative 




\ _ . 


Date 


^ Student-Learner 


J 








0 


— " ^s 


♦ 
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APPENDIX N . ■ 
STUDENT INTRODUCTION CARD 



' COOPERATIVE OFFICE EDUCATIOM 
IMTRODUCTIOM CARD 
Coofxrotiv* Parf-tim« 
Troining Program 



School 



Dgt* 



Compony 



This will introduce. 



Addratt 



who i-s interested in obtoining part-time employment for at leost 15 hours 
per week to supplement the related clossroom instruction. ^ ■ 



C.O.E. Coordinotor T.l.ph<<n. ^^^^^^^^^ 
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APPENDIX 0' ■ 

STATB or LOUISIANA 
DEPARTMENT OF EDUCATION 
BATON ROUGE. lOUlSIANA 



(4A 



PROGRAM. 



T raining *Altxnor»ftduxn 
















Etnploytr 


Sto^tnt 


0 


Sax 


Aft 


BirU 


ida^ 


rLopal Public SchooU 


Social Stcurtty No: ' | 


Occupational Objtctiva 




0:e. Codt ^ 


.Btflmxlni Salary Hour 
















L«a|th of TralnUl Ptriod 


Work Ptrmit No, 


Y««r in Vocation^ Copparativa -Prog ijaro 

- / ' ■ 


TW- n..morandum of trainUiV.tWUn tbt aboY«-nam«d .tu4«nt and •mploytr w^U ••rvt^as a plA^or train- , 
in. L?.r ^cot^^ativ. pan^^^ arran|.m.nt. and will outlin. th. condition, und.r ^Ic1» .ff.cUv. tralnln,, 
L^^^^t v»l^ to ^th tmployr. and .tudeat.. may be carri;d on. 1^ wiUb. con^id.r.d compUf "htm tht .m- 
^oy "aill t«ct r-coordina'tor hav,outlintd on th. bac^tKt on^h^ob triining and tba rtlat.4 inat ruction wkich^ 
•Will b» foUowd by thr«tud«nt-traine«, , , j ' 



f ThSL^r .hall h.v. iin.l ..U=U=n of the. .tud.nt. who .r. foun4 qu»Wi.d or ,ork to th* oc«p.tie«. 
2 Th. Tploy.r ..rec. to olf.r th. .tud.nt th. |r..t..t po-ibl. v.ri.ty ol job .;cp.,i.neM wltUn th. .h^.nt-. 
• lai^u.l c.p.biUti.. to .n.bU him/h.r to pr'.p.r. >. compUUly «• po..ibl. for th, oc«.p.aon for wMcb , 

3. Th*. V«^*f °.uC Vp'r.or V'iU ...i.t th. U.ch.T-coordiv>tor' by givlnf p.rtiaent information which wiU • 

...ur* the iuccMful profr... of th. .tud^nl-train.*; . V. . , 
4 •JJI .ch.dul. of comp.n..tion .h.U b. mutu^ly .ir..d upon by. the tr.inln, .Utlon .nd th. tr.la... 
■ • 5 In .CTVri.nc.T.mploy«. .h«U b. ...im.d to «..i .t in tr.lnini th.' .tud.nt-U.rn.r. , ^ 

^ ' ^- ■ 

f^Th.^^nt .f r... \o f»M diU,.nUy th. work .xp.ri.nc ...Iffl.d by th. .mploy.r .ccprding to th. .««.. 
coJi.p'^poliJi.. .nd r.,uUtion. .pply to r.,uUr .mploy.... .nd hi./h.r .mployjn.nt m»ir b. t«mi».Ud 

3. ^\'.'^:.rt\h:".°r;;nd\t::;h"&'T.«h a^y incUdin. . on. hou. „u..dci.^. .^workin^t,;,.UbU..- . 
m.ot provldlnf job lr..ninf .xp.ri.nc. .n .ver.t. minimuni of J 5 hour, during tt. .chool w..k. . 
. 3. Employment .h.U not b." i.rm.n.t.^y th. tr.in.. without th. co^din.tor'. .pprov.l. 

. — ^1 ^ ^ 



Parents jl 

\. The parent, are a.ked to proVide co-op^ration and encouragement to th« ttudent a. he pur.uee U. tralnlnf 

2. Th?p«tnt. (or guardian) will be re.pom.ible for the pt^r.onal conduct of the .tudent-t?afae< whilf parUci-^ 

oatint in the cooperative part-tlmft program. ^ " ' ^ ^ , * " ' 

a The parent, (or guardian) will *r.ume full re*pon.i6ility for any action of^appjining.. pertaining to tha .tu- ♦ 
* * dent-trainee from the time he leave, .chool until he report, to hi» or her training .Ution, / ^ 

.4 The parept. (or guardian) and .tudent tr.inee under.tiVid that the cooperative part-tl^ne program i« ori^niaed 
* and mainUined primarily for high .chool etudent.i (Junlore and Senior. 'I6.yeare of age or ovar) to eecuVe , , 
tAining that will bette^iiffhem ^. po'tentlil full-time employee.^in an occupation 



h^Sl^te^^hfr^coordinator will provide in.truction related to-the w'ork of tha .tudenU and wiU/^reUU the »^ , 
* cla*.room.actiWtiee with the on-the-job training. \^ ^x'^, ' 

1 The teacher-coordinator and training *taUon sponsor wiU work cloiely together on all problem! concerning 

the mutual welfare oUU partie. concerned and e.pecially lor the .uccai.aful prof ra.. of the itudent-tralnee. ^ 
3. The teacher- cQQxdinaior will at regular interval, ob.erve the .tudent-trainee. while on.the job. *n<J^^9* 
with the trainini'^iponioi' in order to as.ui'e .ticce.ifal occupational prbgreM. ' ^ ,-i-.wV* 
hV tea?he^coc^^^ Ai^i evaluate the .tudent'.'relateA cla.. work ZhA tha employer^e progreee rapofft to 
efermine the .tudent^. grade. 1^ ^ . ^ — — < -1- — ;^ — 

I It li undfcr.tood Jhat thij employment of.thi. .tudent will be in accordance with aU aUte and fedaral^Ubor law^. 
2. employment of a regular employe^ .hall not be terminated to' create a poeltion for th* training of ajptudent. 



"GENEl 



he trainee i. .elected without dif crimination. 
The trainee will be given in.tructions in .afety prcicedure. and u.e of equipment. 



THIS 



TRAINING PLAN IS NOT COMPLETE WITHOUT A TRAINING OUTUNfir (Over) 



,We. the under.ltned. indicate by the affixing of our .igne-ture. that we have read and^undareUnd the purpoee v»d 
intent of thi. training memorandum. \ 



Date ^ 



By:. 



Training Station Spon.or 



Teache roGoordl^ator 



Addre.. ^ Telephone 



;Student*Tfalheo 



Parent or Gua^dijtn 



Acjdrea. t^l^el^p^o^'^*. 



Divi.ion'of Vooatiotul EUucaticm 



Outline of dn«the«'Job Training 

'^Reverse of Appendix 0 y\ 



^ • « 
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APPENDIX 

COOPERATIVE OFFICE EDUCATION 
TRAIRXNG PLAN - 19 - 19J_ 



Busiiiess Firm - Training Station 



Student-Trainee 



Address 



Trainee Job Titlc/O.E, Code 



Training Supervisor 



Work Permit Number 



Business Telephone 



Dates of Training Period- 



Date of Employment 
JOB DESCRIPTION- 



Career Objective 



1 JOB 


1 Class 































































































The student-trainee will consider his j^t>b„ exp 
•objective an,d will perform his training-stati 
diligence. 



erience^as contributing to his career 
on and classroom duties with equal 



' ^ TYPE>7RITING 

1 • 

Manual Typewriter 4> 
Electric Typewriter 
Selectric Typewriter 
Executive Typewriter 
Magnetic tape selectric (MTST) 
Flexowrirer ^ 
Vari-'typist 
Business .letters . 

Printed forms, Invoices - pur. orders 
Legal papers and documenrts ^ 
Financial statements 
Carbon copies 
Proofreading 

Cards, envelopes^ labels 

Memorandums and bulletins 

Manuscripts and/or reports 

Form lett'ers and fill-ins 

Tabulated, statistical data 

From rough draft or . unarranged d^ta 

-^Material for duplication Ijspepify) 



RECEPTIONIST 



Greet visi'tors 
Maintain log of visitors • 
Give Information to callers 
Schedule appointments 
Operate switchboard 
Place telephone messages where 

employer/co-workers will see them 
Make trip reservations for employer 
Prepare ^itinerary' for employer trips 
Keep, daily attendance of employees 
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77/7/ UO 



\ 



Revise and assenible catalogs 
Look up names and addre^es 
Collate material (assemble and 

staple) ^ 
Compile simple periodic reports 
Revise, stock lists 
Take inventor-y — ^ 
Time .cards - recording, etc* 
Proofread copy 
Prepare requisitions 
Check on guii^plics (for re-ordering*) 



MACHINE OPERATION 



Ten-key adding listing machine . 
Ten-key p.rinting calculator 
Full-key adding listiai^ machine 
Rotary calculator 
Electronic calculator 
Bookkeeping 'machine ^ 
Trafiscribitig machine 
Gcmnuni cation equipment 
St^nc^l duplicator (mimeograph) 
Fluid or spirit duplicator 
Offset duplicator 
Photocopy machine - 



FILING 



Sort materials for filing 

File 'by number, names, or dates 

Hetripve materials from files 

Handle cros^s references 

Kjeep i6arxi indexes 

Revise ^f lies " 

Make folders and labels f or , files 
iJse microfilming equipment 



COMPUTING AND aCCOUNTIKG 



^Use fundamental processes of 
arithmetic . > 

Compute tirade- and cash discounts ^ _ 

Compute amount and petcent of markup 
. or 'logs « 

Compu t e s al-e s t ax \ ^ ^ 

Figure extensions 

i)e^ide charges on work done 

Make out credit memos and invoices 

Make journal entries*^ 

Post entries from journals to ledgers 
.j^Make entries directly to accounts 

Work with subsidiary ledgers 

Prepare trial balance 

Prepare worksheets 

Prepare profit and Joss stateinent i 
Prepare adjusting and closing entries 
/^lose, led^;er accounts 

'Record' pitie ciock^-data on-payroll~ 

forms , ' * ' 
Compute payrolls for employees 
Calculate deductions (PICA, etc,l!!>' * 
Maintain individual earnings records 
Write checks for payroll 
Perform recordkeeping tasks ^ 
Prepare monthly statements ^ 



If: 



MAILING 



Pick-up mail (leave desl$, to obtain) 
Sort mail (for different* persons) 
Open mail ' • ^ ' 

Stamp and log incoming mail 
Sort mail (in priority order) 
Forward or distribute mail 
Address lettei:s, packages, etc. 
Mark, attach, or-enclose materia,ls 

for outgoing mail ' 
Fold, i^isert, ^nd s^^l mail 
Calculate postal rate? ^ ^ 
Tal^e mail to mailroom^or mailbox 
Keep postage meter record'^ 
Make up mailing l;tst& *' - ^ 

Stuff, bundle, sort, and/or label 
.outgoing bulk mail ' 
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SHORTHAND 



Take dictation from one person , 
Take dictation from^more than one- 

person - ' 

Take group proceedings^ and/or 

conference^ ^ 
Take reports in shorthand ^ 
Transcribe notes in rough draft 
transcribe notes in final form 
Take dictation over the telephone 



DATA PROCESSING 



Keypunch 

Sorter 

'i^ifier 

Reproducer 

Interpreter 

Collator 

Tabulator 

Board wiring 

Progra?n qards 

^Computer operai:ions . training 



op- 



Bv: • 



Training Station Spoasor 



Teacher-Cpordinato: 



Parent or Guardian 



Student -Trainee 
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APPENDICES Q THROUGH S 

APPENDIX Q — COE JOB. INFORMATION FORM 

/(PPENDIX R -- COE WEEKLY TRAINING STATION .REPORT 

APPENDIX S — STATEMENT OF EARNINGS REPORT 



/ 
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APPENDIX Q 

COOPERATIVE OFFICE EDUCATION JOB INFORMATION FORM 



Student Employee * 


Date Employment Began' 


• ' ** * 




Name of Finn 


Firm Phone Number 


Firm Address ^ 
• 


Personnel Manager 






ZIP 


Your Supervisor at Wotk 



'Summary of Job : 



NuTnber of Student Learners 



Hours of Work Per Week 



Rate of Pay 

Work Schedule: (iJours worked each day) 



Monda:^ 



Duties: Comments 



Tuesday 



Wednesday 



Thursday 



Friday 



Saturday 



Student-Learner - ,,Si gnature Date 
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APPENDIX R 
'COOPERATIVE OFFICE EDUCATION 

WEEKLY TRAINING STATION .REPORT 



Student-learner 



For week ending 
K W)iat were your responsibilities on the Job this week? 



2, /What did you learn in class that you applied on the job? 



\ 



3. what new J<nowledge or skill did you learn on the job? 



4. What mistakes did you make on the job? - What did you do to correct them? 



5. What could you do in class to help you do a better job at work? 



6. Briefly describe the "highlight" of the week - an interesting or challenging 
relationship ^ith a fellow worker, client, or job sponsor. 



^- SUMMARY OF TIME AND EARNINGS 

ft 

Date Check-in Time Check-out Time 



. Tqta^ hours worked 

Gross earnings 

Deductions : 
Social Security _ 
Withholding 



(Less) Total Deductions 



* Net Pay 



7:5 
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APPENDIX S 
STATEMENT 'of EARNINGS REPORT " 



Name 



Employer 



Employer' s> Address 



Soc. Sec. No, 

Job Title 

OE Code"- 



Employer's Telephone 
Immediate Supervisor 
Work Permit No. 



Starting Date' 
Rate of Pay _ 



Pay Intervals 



Date of Payment ' Total Earnings Date of Payment Total Earnings 



Sunmer, 19_ 
September _ 



October 



November 



De.cember 



SUBTOTAL for 19 ._ $, 

(Should equal W-2 
form) 



January 



February 



March 



April 



May 



SUBTOTAL for 19_ 

TOTAL ANNUAL 
EARNINGS 
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LEGAL RESPONSIBILITIES 



s\ 



LEGAL- GUIDELINES 

state. Child Labor Laws 
f 

Federal Regulations 
APB&NDIX 



A. Application for Authorization to Employ a Student- 
Learner at Subminimum Wages 



Page 
C-1 
C'-2 
C-3 

C-4- 



< ( 



LEGAL GUIDELINES 



It IS necessafi^ for the coordinator to be familiar with the legal 
considerations related to program operation. Guidelines for the teacher- 
coordinator are listed bellow. ^ , 

1. Bias by 'the teacher-coordinator, le^dministrators and 
participating (employers, on grounds of race, , color, 
national origin, sex, and! handicap is -prohibited. 

2. .Discrimination is prohibited in admission, recruitment, 

treatment of students, financial -and employment practices, 
I noh-academic services, and health, welfare, and social 

services. 

3; All information handled regarding students should be kept 
confidential . 

4. The teacher-coordinator is expected "11) i7jT6rm"^admTn^^^^ 
tors and part ici pat irvg. emplcSyers when they may be violat- 
ing regulations. 

5. -The teach.er-coordinator should discontinue the cooperative 

arrangement and seek another training station for the 
student if the employer does not comply with the law. 

6. Employers partici-pating in cooperative education programs 
are eligible for taxi«redits through the Targ,eted Jobs 
Tax Credit (TJTC) established by the Revenue Act of 1978 
(P.L. (95-600). The 16- through 18-year-old cooperative 
education students are included in 'this group. More 
information for TJTC should be obtained from the 

Offic^e of Employment Security 
P.O.* Box 44094 
Baton.Rauge, LA 70804 
Attention: TJTC 

7. The coordinator must be familiar with state child labor 
laws and the min^imum wage laws that govern the employment 
of student workers arrd minors. It is also the coordina- ^ 
tor's responsibility to make certain that the employer . 

in the training "station is familiar With this information 
and that the minimum age for" student-^1 earners in the COE 
Program is 16 years. . (The state law.s which apply to COE- 
is found at the. end of this division.) 

8. It is necessary for the coordinator to be fartiilrar with 
federal regulations that relate to the employment of 
minors. (The federal* regulations which apply to "COE 

is found at the end of this dj^ision.) _ \^ 



ERIC 



If addYtional infprmation, is needed concerning state or federal 
regulatioos, contact the following -off ices-r 

/ State: ' Loirisiana State Bepartment of Labor 

' &360 FTbrida' Blvd. 

' Baton Rouge, It .70806 

^ / f (504) 92^42^ 

Federal: ' / y 3^ Department of l^bor 

Employment Standard^' Administration 
Wage and Hour Division 
555 Gri'ffJn Square Building 
Griffin and Young Streets 
.Dallas^ TX 75202 ^ 



State Child Labor Laws 

. ^ilijiars- shall-^not^he Employed, permitted or suffered to work: 

/ » 

1. in oiling^ cleaning, or wiping machinery or shafting, or in 
. applying belts or pulleys. 

2. in or about any mine or quarry. 

3. .in or about placfes whej^ stone cutting or polishing is done. • 

4. in or. about any plant meNuifacturing explosive? or articles 
containing explosive compbt:ients, or in the use or transporta- 
tion, of the same. 

5. " in or about iron or steel manufacturing plants, ore reduction 

works, smelters, foundries, forging shops, hot rolling mills, 
•or in any other place in which the heat treatment .of metals 
i s done . \ - , ' 

6. in thje operation of machinery used in the cold, polling of 
heavy metals, orin operation of power-driven machinery for 

" * punching, shearing, sta^npyig, bending, or planing metals. 

7. in or about sawmills or cooperage stock mills. 

8. in the operation of power-driven woodworkirig machines, or . ' - 
off -bearing from circular saws. 

9. in logging operations. 

10. as drivqr of any motor vehicle used for commercial or industrial 
purposes. . ^ ^ \ 

11. in the operation of passenger or freight elevators or hoisting/ 
machines* ' ' 

12. in spray painting or Hn occupations involving exposure to lead 
or its compounds, or to dangerous 'or poisonous dyes and 
chemicals. 

13. ;^in any place or establishment in which aldoholic beverages are 

served or sold for consumption on the premises^ or in which ' . 
such beverages ^ire manufactured or bottled. 

14. in any other place of employment or in any occupation that 

the commissioner of labor shall, after a public hearing thereon, 
^determine hazardous or injurious to thq life, health, safety Or 
welfare of such minors.- 
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15. no minor shall be employed, permitted, or suffered to wo)rk for 
more than. five hours continuously without an interval for meal 
Such inteVval. shall be included as part of the working hours* 
of the day and in no case shall this interval be reduced- to 
less than thirty minutes. 

It is no longer «required that students employed through art 
approved cooperative program pbtain .a work permit. 

A copy of the Cooperative Part-time Training Memorandum (Planji 
must be completed jointly by the coordinate^ and the on-the-job 
supervisor. The employer must keep a copy on file to meet the 
requirements of the Louisiana Department of Labor. 

Federal Regulations ^ . ^ . 

^1. If students are paid the minimum hoQrly wa^e (or more), no 

student-learner permit is required, and he may P/ork any number 
of hours under the Federal Regutations .- * ' * ' 

/ ^ ^ * 

2, A student-leaVner may be employed at subminimum wages. " 

.Minimum wage to be paid must 'be not less than 75 percent of , 
current min4mum wage. An "employer must submit an APPLICATION 
FOR AUTHORIZATION TO EMPLOY" A STUDENT-LEARNER AT SUBMINIflUM 
WAGES. " (Appendix A) Guideline's for this application are:.. 

a, - Hinimum age for the student- learner'^is^'**16 years 

b. The number of hours of empToyment training each Week at 
- subminimum wages^ when added to tl^e hours of school 

instruction'shall not exceed 40 hours except: ' . 

(1) when schosol is hoi in- session on a', scliool day, the 
student-learner ma^"' work up t|&' eight hours in addition 

\ ^ to the weekly hours authorized. * 

(2) during the school term, when School^ is not in session 

• ■ - for* the entire' w^ek, the student-learner may work a' 

number* of hours in addition to those authorized pro- 

• ' ' • \ided tha^t the. total hours shtfll not exceed 40 hours 

in any such .week. , , , • " - 

• . 3, Jhe, studentrjj&fitfner must have or must secure a Social Security 
account number.- 
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WACe HOUR U^E OUtXa 



C Expiration Uati*. 



U.S. Department of Labor - 
Employment Standards AdminTstration ' 
Wage and Hour Division 
555 Griffin Square Building 
Griffin and Young Streets 
Dallas. TX 75202 

APPLICATION POR AUTHORIZATIOH TO EMPLOY A 
.STUDEHT-LEARNER AT SUBMIHIMUM. WAGES 

The school official's certification ip'ltjem A of this application provides temporary author.tv . 
i...!l»„. I«,ner under the terms propo<:e<W^<? application which are in accordance with section .^(c) of the 5«ud<rnt ^ 
Learner S^^^^^ ThrSrity begins on the d.te the ap-plication is forwarded to the.D.x^.o. At . 

the e^ K da this Authority iS extended to becW the approved certificate unless the Adm.n.stra-or Sth,^ nu- 
• h^ri^d rlpleTaiive den^^^ thl application, issues a certificate with modified terms and ""^itions^or expres^ v - 
" expends the period of review. Note that the Certificate fs valid for no more "than 1 school year and does not extend ^ 
beyond the dale of graduation. ^ 
' R€AD CAREFULLY TH^ INST RUCnONS FOft COMPLETING THIS FORM. PRINT OR TYPE ALL AHS^ERl 



t NAME ANO AOORESS » NCLUOI NG Z I P COO E OPESTABHSM 
.MEl^T M-zCk.NG application 



TYPE OF euSiNESS ANO PROOUCT.S MANUFACTuREO 
$0L0, or SERVICES RENOEREQ. 



5' POOPOSEO 9EatNN«yG DATE OF 
EMPLOYM^^^T Vtenrh- (Uy. ye»r ' 



PRO*>05tO»ENOING OATE OF 
EMPLOYMENT iUonth day year} 



PROPOSEp GRAOUAriON 0AT6 



I. NUMBER OF WEEKS-^M SCMpOL YEA« 



9 TOTAL MOUR.S OF SCMOOl. I^^STRUCTIONV 
P E R ' 



10 NgM^ER•OF SCHOOL KOURS CJiRECTLY 
RELATEO TO EMPLOYMENT TRAHNING 



MOW »$ EMPLOYMENT TRAINING SCMEOULEp^ 



'12, "number oT'i^eEKS of Employment training 

oAT SU8MINIMUM *40ES 



13 NUMBER OF HOURS ErfPLOYMENT TRAINING'' 
' A WEEK 



14 ARE FEDERAL VOCATIONAL EpUCATiON 
FUNOS BEING USeO FOR TMiS PROGRAM* 



15* WAS'TMIS PROGRAM AUTMORHCp QY^TME (<iTATE 
- BOARD 0«^ VOCATrpNAL EDU'-AfrON' * ^ 



lA if TME ANSWER TEm'IS 'S "HO*' OiVE T*.£nAME^ 

OF T»46 REC^GH'^fO FOUCAT.ONAL eOQY WMiCM 
APPB VEO TnrS p^-^GRAM ' * ^ , . • , 



JA NAME ANO AOORESS OF STu'OE N T- L£ A RN^ER 



B OATE OF BIRTH 
(Month, day, vemr) 



4 N^ME ANO AOORESS INCLUDING ZIP CODE OF^CHOOU 'N 

Jhich student-l-earner is enrolled- 



17 TITLE OF STUDENT-LEARNER OCCUPATION 



tt NUMBER OF EMPLOYEES IN TyiS 
ESTABLISHMENT 



l5*MUMdER OF EXPERIENCED EMPLOYEES 
IN STUDENT-LEARNER'S OCCuF^ATIDN 



30 <MtNlMUM HOURLY WAGE RATE OF ' 
EXPERIENCED WORKERSJM ITEM 1» 



21 5UBMIHI**UM *AGE(S) TO 8^ PAID StMOEMT-LEARNER 
jM-i^ofrcss,ve wage schedule is propoatd, 
rate and spcci fv the period during whtch tt will be p»fd). 



V 



22 IS AN AGE DREMPLC^YMEWT CERTIFICATE ON 

FILE IN THIS ESTABLISHMENT 'FOR THjS STVJOtNT^ 
LEARNER' <ff tnst ruct lomT 



23 IS IT ANTICIPATED THAT YmE STUDENT lEaRNEJ* 
WILL BE EMPLOYED IN THE PERFORMANCE OF A 
XJDVERNMENT <iDNTRACT SUBJECT TO THE 
WAU/SM,HEALCY PUBLIC CONTRACTS ACT OR 
THE SERV|.CE OO^TRACT ACT' 







' v ^ . 

t '/ .• 



2* SIGNATURE Qf STUOgNT-LgAWNgB: , - , 

1 h.v. read the statement, mide .liove^ .«k th.t the (eqgested- certUic.te. .uthorUm« my »roployiMnt trkirftor "t tub- 
mll^mum waSis^AS, t?e coaait.o,, ti.t^6. b? jjr.nted by the Adm.ni.tr.tof or hi. .uthorW^l repre.ent.t.ve 



(Print or nmi^'^t^f student) 



Signmturt of Student 



Date 



27 CeWTtF^ATtOI^ ev SCHOOL OFFICIALS ^ 

I certify th«t th? student n«med herein ,wiU be receivint 
instruction in an accTedited tchoo! and wiU be employ^ 
pursuant to a bona fide vocational traimn^ program, and 
/ that the Application is properly executed in confonrt^nce 
with section 520 M^) of the Student-Leamer^efulations- 



(Print or type name of offiaei) 



^^^^^^SiJcAtwre of School OfficieJ 
Title 



£>afe 



2t CERTIFICATIOH EMPLOYER OR AuTHORtZED 

representative: r*3 

I cartify. in applyinf for this certificate, that all olihe»f^- 
' fo'mt atatetnents are» to \he beft of my knowledjt arTd be- >^ 
lief» true and correct. 



(Prtn{ or type nm of etiployer or representet ive) 



St'ineturt of trploy^r**or representet ive 



Dete 



Title 



L "*. ■*■ . ■•■ ■ 5' 



. "i 



* Tit 



ATTACH SEPARATE SHECJS |F NECESSARY 



ERIC 



■:■/. 



jf 



•Vi.; 



'.ADVISORY COMMinEE^ 




THE<m^m^ COMMITTEE . ' 

Fflhctions of t'he Advisory :Cpmmittee 
Recoiranendations . ' * , 



Page 

D-1 : 

D-l 
D-1 



r 



J 
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THE ADVISORY" COMMIHEE 



The esbablishipervt of 3in Advisory Committee is mandated by the 
VoGatianal Education Act of 1963 as amended j'n 1976 in order to receive 
federal funding. The purpose of an Advisory Committee is to advise the 
teacher-coordinator in planning and itnplemfenting the Coooerative Office 
Education program. * 

Functions of the Adviy^ CotnmTttee ^ . ^ 

The teacher-coordi n\r may^ask the Adv'isory Committee to perform 
such functions as: 

' 1. Review goals and^o^^ives of the COE program. 

2. Disseminate information about the program to the local business 
community. * ^ 

3 Evaluate the COE course cohtent to determine the vocational- ' 
• " relevancy" of th^rogram as it relates to the dmpl^ent needs . - 
of the .tyjsiness c^munityi • ^ , . 

4. Recommend ways to iorrel ate. in- school ^nd on-the-job instruction/ 

5. Present local employment opportunities,' aiTd job requiremet^ts., _ 
6.,-/s^ist in locating tji^ifiing stations.;^ ' */ . 0> ■ \, - 
7.^ Serve as a resource persog .to vocational classes. 

r8. Suggest and aid in securing up-to-date fclassroom materials- and 
\ equipment. < ' -. ■: ' 

Recommendations • , , i 

T^he following points should be kept in mind in establishing and using 
• , the Advisory CpfnmitteJ/ • ' , . * 



'i: Members may be^ selected from the following areas:, . j ; 

a. 'Busipess and industry * . ^ ' 
/b. ' Governmental ager^ties ^ . * . 

c* Professional organizatiuns * . * . . ^ 

d: Nev/s media \ - ^ , • • ' 

e. Civic, organizations ^ * . - - 



f. School personnel 



6 
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Members should seWe for staggered *terms in order to provide for 
-experierrc^d membership on the commatt^e^t all times. 

The committee ^should be chctired by a non-school person with 4:he 
teacher-coordinator 'servitig as sscretary. ^ . 

TwfO or three forrftal meetings per year should be sufficient* 
Meetings should be called only when a planned Agenda justifies 
;sueh meetings. ^ ^ nJ 



PUBLIC RELATIONS 




.PU&LIC RELATIONS ACTIVITIES 

General Activities 

Specific Activities 

PROGRAM PROMOTION ; . 

Newspapers/Periodicals 
/ . f 
Preparation of News Releases 

GuideliJies , ■ 

Photographs for Pdblication 
Radio/Tefevisi()n 
Public Appearances 
Other Promotionral Methods 

Visuals 

Special Events 
Miscellaneous Publ ica^^ions 
* Awards and Special Recognition 

Speeches/Demonstrations by Students or Coordinator. 
Active Participation by the Teacher-Coordinator 
Miscellaneous 

Personal letters . " 
EMPLOYER APPRECIATION ACTIVITY ; . / ' 

Goals.. ' • * ' . 

Guidelines 
APPENDICES 



PUBLIC RELATIONS 



The Coo|J^p<eme Office Education teacher-coordinator has a unique 
'opportunity to be the public relations person for the COE program, for 
the school, for the parish, and fo«? the State Department^f Education. 
It is important for the -teacher-coordinator to be a master teacher, an . 
excellent coordinators and a positive, aggressive promoter of cooperative 
education. 

A ^ood public relations program is ^ased on a sound, efficiently 
conducted pmgram that produces a good product— the well trained worker. 
The COE progr-am is one of the few educational programs where iipediate 
judgments are tied directly to .the product it produces. A satisfied 
employer, a well-informed school board member, an administrator, a super- 
. visor will promote good public relations for COE. 



PUBLIC RELATIONS ACTIVITIES 



General Activities . - • 

Various groups contribute to the general public impression of COE-- 
personnel at training statioTt^, members of civic and professional groups, 
parents, students, counsel 6rs, teachers, administrators, arti state depart- 
ment personnel^- What these people say about COE will determine the general 
public's impression of the program. Listed below are ideas related to the 
various groups that help form the impression of COE: 

1. Employers and training station supervisors should be. involved in. 
the program. Their participation in program planning', advisory 
/ ■ committees, evaluation, and public relations activities keeps 
/ them informed and further develops an understanding of their . 
\ role -in the educational process. 

. 2. Employers and training station-/ supervisors may be used as guest 
speakers in ^lie COE and other business education classes. 

3. Good, tlear lines", of communication with training station super- 
v,isors cire important. Frequent personal visits are important; 
written communication in the form of a newsletter informs the 
employer of what is happening in the local. COE programs. 

4. - The teacher-coordinator's involvement in community civic groups 
. * is valuable to the publicity of the program. ^ 

5. Opportunities for the teacher-coordinator to speak before civic 

/ and professional groups about the COE Program. promote goodwill and 
expand the public's knowledge of the program. 



6 Meetings wiih parents, home visits, direct mail, articles in 
the school and local newspapers, and personal contacts ^re 
means of keeping parents informed of the educationally sound 
and socially accepted programs. 

7. -The teacher-coorJinator should keep the administration informed 

of student achievements, placements, evaluations; and other 
program activities. They may beynvited to observe students 
at work. • • * ' 

8. The greatest public relations contribution by the student is 
'the efficient day-to-day performance on the job with a good 

attitude. , ^ - , 

9. Students can, participate in public relations through presenta- 
tions at meetings, student organizations, and through 
preparation of informative bulletin boards and displays. 
National Vocational Education Week is an ideal time for these 
activities. * 

10 The teacher-coordinator must^'keep the entire faculty informed 
about the values of the program. "Communication with faculty 
through formal meetings, printed materials, and day-to-day 
informal contacts is helpful. 

11 Guidance counselors and coordinators should be members of a 
team -from the start. Day-to-day contacts make counselors 
realize that their opinions and assistance are important. 

• ' 12. Counselors canjdentify prospective' students to coordinators. 

■ Involve the counselors in the end-of-year appt:eciat1on activity. 

• 13. The teacher-coordinator Shou-ld use a positive appVoach when 
communicating with 'gui'dance counselors, faculty, and 
administrators. ■ . ■ 
^ •■■>," 
14 The State Department' of E<iucation is interested in knowing what 
" is happening' in COEin the field. -They shoUld be kept informed 
of any unique or new ideas and activities used in the program. 
A' local newsletter is a perfect medium 'for communicating. 

Specific" Activities 

■Public relations does not begin or' end with a specific activity. A 
well -planned urogram mus't be continuous throughout the year. The success 
of the public relations effort relies heavily on the ability of the 
teacher'coordinator to keep- the public informed. Specific coordination 
activities involving public relations include the following: 

1. Plan and present a school assembly program to^uaint students' 
with the C0£ program. .• > ' 



Explain details of -COE pj^ogram to school board at request of 
superintendent. ' - , 

Prepare' bulletin boards and other displays about COE. Use 
bulletin boards in 'rooms of other teachers as well as those in 
the main halls. 

Meet with professional groups and trade unions to explain COE 
program. 

Confer with gutdance department about methods of publicizifig 
program to students. , 

Speak at civic and professional meetings about COE program when 
invited; 

Prepare afid distribute pamphlets and bulletins (Appendices A and B) 
about COE program. 

Pr^are and distribute teacher-coordinator's business card 
(Appendix C) 

Solicit advisory committee^s assistance in publishing informa- 
tion about pr,og'ram. 

Publish a newsletter (Appendix D)' regula'rly to provide informa- 
tion and news about the program. ~ - 

Advertise^'program in newspapers and on radio and televi$ion. 

Sponsor an."open house" for employees, teachers, and parents". 
The open house might be held in connection with a school holi- 
day, such as Thanksgiving, Christmeft, etc. 

Visit junior high schools to give, slide presentations, mkk 
orientation talks, etc. Use successful students to assist. 

Conduct an orientation session for parents of COE students. 

Meet regularly with administrators ta keep them informed about 
program happenings. • ' --^ 

'plan a public relations* calendar and keep u|i- to d^te.. , 

C ' ' ■ • ■ ■ . 

Use holi'days and special occasions, to remember training station ^ 
supervisors— birthday, cards. Thanksgiving baskets, , etc. 

Iponser an employe^ appreciation function-breakfast,, luncheon, 
banauet, etc. --at' the endVf.tfil school year. Samples of 
invnations afid programs, are provided at the, end of this section. 
(Appendices .P^kapd.Gj . 



19. Present a framed certificate of appreciation to training sta- 
tion sponsors and student-trainees" at the end of the school 
year. (Appendices H, I, and J). 

20. Invite program graduates- to speak to students about their 
success. 

21. Solicit advice and recommendations from fellow teachers. 

22. -Invite training -station sponsors to spend a day (one or more 
class periods) at schpol -to view related instruction. ■ 

23. Develop a slide, slide/sound, or motion picture story of COE 
program. ♦ 

24. Create a traveling display case of classroom work for exhibition 
in businesses. 

25. Exhibit students' work at school board and other meetings. 

f 

26 Arrange toars of classroom facilities for prospective students. 

,27. Honor outstanding students at school asseitiblles.^ / 

28*. Have photography class or yearbook photographer t^ke pictures • 
of students at their job stations. . . * 



PROGRAM PROMOTION-' 

Newspapers/Periodicals * * 

Preparation of news releases ^ A news release should include the who, 
what, when, where, how, and why ,of events reported,^, A headline shqu Id be 
included. Be sure to include at the top of the page the date, the..teacher- 
coordinator*s name, and the telephone number. . ' . 

' Guidelines . When submitting informeition for^ publication, keep the * ' 
folltwing guidelines in^mind: ^ 

1. Be sure to meet' all deadlines.* ^ • 

\ ^ ' . ' * ^ • 

2. Knov/ the proper contact person'; use' appropriate cha^ne'H. 

3. Be^sure to include all pertinent information in the news release-. 

4. Typ6 the.news^ release; proofread/ carefully. • 

5. ^e accurate; check dates, time, names, etc' ^ . 

• 6. Be brief. . - ' . - 
* • 1\ Be ^honest andn'mpamtial . Do not overrate the program. . 

8. Maintain a businesslike relationship, 

% Be sure to .express appreciatioa for spac'e allowed, 

• 10. Giye credit to studeats, tchooU.^or employer.,^ . * , > 

• . ' ' * ' • • " V ^ 

ir. Keep a scrapbook of news stories. ^ ' » ^ 

12. Post copigs of published articles on bulletin boards in class- 
room and around the school. * ^ . ' 

' Photographs for publication ^ If possible, include a^^photograph .with \^ 
the news release. Keep the following" guidelines in . mind when submitting 
a picture: * . ' * ^ 

1. ' Use a glossy, black-and-white picture; inquire about a.cceptable - 

size. . ■ ' ■ - 

2. Attach paper showing qaptioriowith scotch tape (do- not use 
staples or paper clips which might damage the ptct.ure). 

' 3. Use an action shot if possible. 

4. Be-sura names of individuals in picture are in. proper order and 
spelled correctly. 

> E-5 ' 
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Radio/Television ■ ■ " \ 

Radio and television stations are retired to allot time for pi^blic 
service announcements (PSA). The teacher-coordinatqr>^sh.ould take adyan- 
tege'of.this opportunity to- publicize the COE program. The folloWmg 
"spat" announcements might be adapted for "use as a PSA promoting the 
COE program:. ^ ' . ^ " ^ . ,./; a^^. ' 

Employers!^ You have always supplied the fringe benefits.' It's' 
' time you got one. Your locarhigh school is' proud to present: <- 
Cooperative^Office Education--COE. COE is the chance for ydu . 
to hi re student employees— trained, motivated individuals— ^ 
whose only desire is to work productively. They will work for 
. you, learn froryou, and you will save both moneQ(.and hassles. * 
Employers, it's your turn— cash' in on the benefits. Call the 
'COE office at'your 'local high^s^ool or the vocational super- . 
. . - 'visor at the. (name of 'parish) sf^hcfQlrboard at (telephone.ntpber) 

' '■ 'Employers! Succeeding in business is a gamble. At a time when 
. ■ the ecQnomy is stacking tlie odds against you,, you need to con- 
. ; sider. hiring a Cooperative Office Educ9tion student. COE can 

■'-help 'ypur business operants economically and efficiently. COt .• 
provides you with trained, highly motivated employees. They-^ ^ 
~ > >--w^lT learn^from you and earn for you. It's. a good bet,.. Ga.n 
• . ''-^the GbE office at your loca| high school or the vocational „ 
^ ^'/op^emsor at the (hame of parishj sGhooV board at (teleyho^^^ 

Jill- nimm')^^. 'l^'i-' '^v/:. .- -■ • '-^^ 



• ' Embl oyerst Do you^ someti mes get ^t^e feel i ng thS* yo>r employees 
ai^e ^■hopping ar:6U)id''~t'hat empl6yees.,;'try you on" an(l then « 
("teave? It'€"f)eos*ratin6, and if costs you in^liime, money, apd 
QUovt\ Wells'W'S aVeak: ^-Cooperative Office Educat 19^, ■ 
' (COE) brings you prospective employees— trained, motivated, hign; 
school seniors.who-w.il IJearn- fcpm you .and ea^n fpr you. -COE , 
■•. • , ' fits employees t6. yo,w Deeds. ^ « Tou do the evaluating; you re4P 
•.•:.fhe.benefits: . •Ca.ll the.Crft -office at your. loca;l high .s.ch5oT,^ 
qr the .vocational iupervisbr, at the . (name: of parish) schoOl 

■'••^*'b'o£ird:at/it^lephone ri,umber)^. • ^ " ; , 

%*;.^i'.Mr*r BjjSliessmant Do .you ij.eed-,a;-part-time off ice' worker- soiiie- 
.^-..:oHe- ta,;answer. the' phone .or.:fil^"whi,ll yw"^ secretary^:uses het: 
-.. '"■fisk.i.Ws for itiore' demanding -.tasTcs. . Perhatps you heed someone.. . ,. 
. . V'i-'to-help- with routin.e. typing assignmehts, Consider hiding a ■ 
'*■- Cooperative Office Edu6atfbn:(Cpp student f ram -one of, jfoirr. 

.TocaV high school . COE can help you with youp,.;w6rk ^overload • 
( • and at the same time, p^avide valuable, .supervised vfort §)^peri- 
• ence for skilled high school 'seniors. Through the COE program^j- 
' students attend cl'ass.^s during the mornings and work*in ,loc^l 
dfftc^s during the afterndi.ons. Call the COE office, at ^our 
^Qcar.high school or.tfe'Vocatiphal supervisor.:at the, (name 
■ ;6f parish) schdol . board -at (telephone hiimber). . 
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In a<lditio1i., some stations have local talk shows which are aimed at 
keeping*the ctomnunity informed tff Ipcal activities. Jhe teacher-, 
coordindtqr may be able to arrange . for an on-the-air. Interview. If such an 
interview is ,p6s"stble,; the following list of questions are recommended 
for. presentation: . - .i . , 
i . ' ' . / ' \. * ' 

1.. What i>-CooperatTve Qffice'^duc^.tian (COE)? - _ 

^, ' , ' ' * 

" JJpvl- does a COE^ogram operate?. ' ./ 

'" .'3. - -Whait other subjects -do the students-take^ while in the program?' 

4. Who is eligible to participate .in the .COE program? 

V. ,.''■*'". ' ■ -.*■•"...■ 
' , 5^. - -Hbvf are- 'stfidents selected? / ' ' ■ 

.,..-How marvv: credi,ts. may be earned? , , . 
' ■- ■ • ; • 

?.';v-''1^r?>:ithe students paid while taking theii* on-the-job , training? , 

■\8.";.liliatiare'sdmB-af jHekdvantctges or benefits of the program? 
"-. 9. What training ii required ^of th'e teacher^'coordinator? 
' ''-IQ, Ho#mW sclidol^s .offer the . , 

11. -Ofihat are the«i?lans for- expanding. COE opportunities? 
■, 12.. What. student organizations are involved in COE? . : 

Public Appearances , . • . 

Pres'erit^Dg theyJJO stQry.t^ a^roup requires skill and practice. The 
presentition'shoii;W be well -placed and interesting. Below are sUgges- ^' 
.tiorvs"f or maj^ing speeches: • ' * ' . ' , / - 

''*'v-'i. i'Dress ■fn'professional business apparel. • • " 

• ■' • ^ •, ■ ' ■ •. 

. |, Be direct?^'nd s'tr^ightforwa'rd. • • - ' * * • • ..jV 
V; '-l-fa. P^jt'audience^at ease- by being at ease yourself . » , - .- ' 

^•■vi* p0^*^s^bject■m^ter and spaafe^ with aut^^^^ ' 

':r<~s. concentV^^ite^on cOnimtinic'atjog'the^jdea an^^^ . 

' ' .' * ' ' ' - ' ' '" ■ ' • ' ■ • • . - ' 

6.' Speak clearly in the language, of the ^udience. . 



7. Keep personal accomplishments out of the speech as much" as 
pdTssible. " . , . ' . 



8. Develop an outline that^is'^pT to follow. " 

9. Have, a good beginning ar)d finding for presentation. 
10, Prove points with human illustrations. 



Other Promotior>al Methods 
Visuals : ^ ' 

. Filmstrips v 
Slides 

Displays/exhibits 
Posters ' * 

Bulletin boards ^ 

S pecial Events :- 

Career Day • 
Busjness and industry 

• . Day 

Vocational' Education 

Week ' 
Open house 
■ ' , 'Field trips 



"Photographs - 
■'Charts . 
Transparencies 
Vi-deo tapes 
Scrapbook ,, 



FBLA district and state conferences 
Training sponsor, events 
Employer appVeciation activity 
Courtesy scampaign 

■Fai-r 
Coffees/tea$ 
Programs" for parents' 



Miscellaneous Publications : ' 

. ^e?r:agS/£ui;^ 

. fcl^tter \5^^2SMf 
Trade journals VHandbills- 
Educational magazines , , y 



Awards and Special Recognition :- 

■ Certificates, Students 
•■ Certificates, employers 
Trophies/ plaques 
Special recognition- ^. 
awards. • . , ■ • ' 



Employef-o/-the-Month Award 
Employee-of-the^Month Award 
Employer-rof-the-Year Award 
Empl oyee-bf -the- Year" Award - 
Appreciation .awards 



Speeches/Demonstrations by Students or Teache r-Coordinator to: 



Civic groups • 
Sfirvide groups • ' ' 
Business/professional 

groups 



;PTA or other parent group 
Student groups / 
Faculty 



Active. Participation. by the Tea£her-Coordrnator : 



Professional organizations Student organizations 

' Chamber of Comnierce 
' ' Community activities 



. .Trade jassociations 
Civic;.organizations 



Miscella/ieous: 



. Billboards ^ 

Bumper, stickers 
' Personal .contacts 
Business cards 
Student organisation • 

projects 
Business. ads illustrati 
students at^work 



ng 



Yearbook ads illustrating students 
at work 

Industry parti pip&t ion stickers- 
Public Informafion Sub-Committee of 

Advisory Committee' 
Employment consulting 
Business consulting 



■ Perioral Letters. Form l€tters- may be created to cover different , 
occasions that a<rise repeatedly. The same Iptter may be used periodically 
with so^e revision from time to time. Some suggestions for letters are: 

' li Informative letters to congressmen and. state legislators relative 
' to current" issues impprtant to vo'dationa; "educatiofi". • 

2 ' Invitations to parents, schp.ol administrators, and/or business 
' leaders to attend various fi/nctions at th? school, including tbe 
employer appreciation activity.^ ^ 

3. "Thank You"- letters- to individuals and businesses, who have, con- . 
*. tributed to the success of the program. ' - 

\' . ' ' ' "... ^ ' . 

A: Promotion letters to students, parents, and .businesses. 

5. Congratulatory letters for any special recognition received. by" . 
\ ■ student, paJ-ent, or employer. ; , 
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.EfiPLpYER APPRECIATION. ACTIVITY 



At- the end of the school year, it is appropniate to ^ecogmze and i . 
show apprecTatjon for the emp^ osiers 'who. have vyorHed'.with- :.the COE. students- ; 
durihV'theyear. "Everyone likes tv be a^preffiated" and ackijowl edged. ^ . 
There a.re many activiiies that are appropriate from the very -formal to thie 
•very casual. 1^ , ' ' ' . ■ '" " - . • 

J l. Formal ba'rtquet '« ; - /. '.■ 

1. Dinner -theatre ^ • , ^ ^ \ • 

3. • luncheon * ' . 

4/ Breakfast , \ ' \ . 1 - 

5; Bafbeque* • . > / % ' 

6. Crawfish pr s:feafood boil ' . 

.Goals ' • ' / • . r 

'1 , ■ * • ' ■■ /, *• 

The appreciatioi event is used to achieve- several goals. .Whether, 
the event is a banquk or a casual event, n should reflect these goals: 

1. To. show appreciation to the business conjmljnity for working with • y 
' students. .■ ,/ . , y . • ' 

2. To provide fpr student leadership i>i3lan,f>ihg such ap'event'. , • 

3. To acquaint individuals with. the scope of 2^^.^ 

'4 To enabTe the school admintsflration and "faculty -to .c'oTitinue - • 
'■ relationships with those empToyei^S^ working 'with COE. \ 

5. To recognize outstanding contributions. 

6. To recognize, student leadership. . ' • 



7. To develop group spirit and pri'de. ' ■ -/ -, {* , * ^ 

. , ^ . . , ' , • *, ■* 

Guidelines ' 7~ ' ^ . ■ , . 4 ' 

The following guidelines should be kept' in mVnd in plannio^ and,'^ ■ ) ' ^ 
conducting the employer appreciation activity: ' . ■' V, 

- 1.. Involve. students 'in all phas,?s' of planning' and execut-ihg of ^ 
' , the event. '• . . • * 



Z. Develop a long-range plan for fiijancing the event. . 
* . * ' * 

3. Keep the superintendent, principaV, .vocational sensor, and 
other school' authorities informed of the event. 

4. .Create attractive and appropriate invitations. 

5. Greet" guests appropriately: ... 

6. Use name tags to help jguests get acquainted. - 

7. Plan a^varied program that moves fast. Set'a schedule and 
follow-'it.- ' K 

Keep a file on employer appreciation activities. , 

9. Publicize the activity before and after presentation. Take 
pictures during the event. 

10. Honor all .employers with framed certificates or other appro- 
priate award?. - . - ' 

11. Honor students appropriately.- 

• ' * * ' ' ' 

12. -Present specia^l recognition awards* to selected^ employers and 
students. < 
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WHAT IT IS 



COOPERATIVE OFFICE EDUCATION is a program of in- 
struction in stenographic, clerical, data processing, or 
bookkeeping skills which trains students in careers in these 
fields. It is a partnership- between the school, the student, 
and a local businessman, " ' . 

STUDENT TRAINEES attend school part-time aod receive 
supervised wwk experience under actual working conditions 
for wages. * ' \ 

TRAINING ESTABUSHMEN.TS are local business firms. ' 

RELATED CLASSROOM INSTRUCTION is designed td cor- 
relate business experience with school leariiings. 

TEACHER-COORDINATOR is the connecting link between 
the- school and the local business. The teacher-coordinator 
is an experienced office worker. ' ^ 
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yor* imimm off/cf iducatioh 

9j COORVniMOR IS AT YOUR SERmi 



FOM A 
PROflTABLE PARmRSHIP 






COOPERATIVE OFFICE EDUCATION 
Eas|.Baton Rouge Parish 




*Agiees to employ a student of hi3 choice 

♦Cooperates with teacher-coordinator ' 

♦Assists in determining wages and houis stu- 
dent will work 

♦Assists coordinator with a written training 
plan for the student 

♦Makes periodic evaluations of the student's 
progress 

♦Determines policy by serving on the advi- 
sory committee wheji requested 

♦Assists student in planning future career 
and training 



♦Provides related learning experience in the 
classroom 

♦With assistance of employer determines the 
training plan for the student 

'^Makes regular visits to the training station • 
to observe the student and to confer with 
supervisor 

♦Coordinates the objectives of business and 
office education with needs of local busu 
nessmen 

*Fits job assignment to studertt's career 
objective ^ 

♦Keeps complete records concerning student 
and his performance 



♦Is a-toyal, mature employee eager to learn 

♦Accepts criticism as an aid -to learning 

♦Has a careei objective inTIie business and 
offic^' education field 

♦Maintains an excellent attendance record on 
the job and at school 

♦Conforms to the appearance standards set 
by the employer and the school 

♦Knows the value of human relations in deal- 
ing with fellow employees 

♦Brings any problems to* coordinator and/or 
employer . * ' 
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TteACHER 
COORDINATOR'S 
RESrONSDIUnES 



Provides related learning experiences in the 
classroom. 

Coordinates with employer, and/of training 
station supervisor on the job, about a training 
program agreement tor each student. 

T * Visits the student-trainee periodically on-the- 
Sjob. 

Discusses overall policies with the employer. 

Reviews the student's progress with thj? training, 
station supervisor. 

^ Acquaints students with occupational oppor- 
tunities and requirements in the field of business. 
Helps develop training standards. Maintains har- 
monious relationships .with various community 
organizations. 

Interprets accurately and clearly the objectives 
♦ of the cooperative office education prografm. 

Woi;ks with sch^JoI principal and faculty mem- 
bers in organizing related classes. . 

t 

Confers \yith persons interested in cooperative 
office education. 
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Cooperative Office Education 




A Cooperative Yocatiomd 

Education Program 

lii . 

sponsored by the 
Teixebonne ]||pih S^ool Board 
^ tiuroughn 



Soutfi Terrebonne High Sdiool 
and . J, 
Terrebonne High School 
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H.L. Bourgeois High Sdiool 3; 




WHAT IS COOPERATIVE ' 
OFFICE EDUCATION? 

Cooperative Office Education i5 a vocational 
business education program for high school seniors 
who plan a career in clerical work. It is designed to 
affect the transition* frdm student to employee 
through a combination of classroom instruction and 
actual experience in the laboratory of the business 
world. . . 



EMPLOYER'S^ , * 
RESPONSmnLITIES 

Understands and accepts the Cooperative 
Office Education Program. 

Interviews and hires or rejects applicants sent 
by the school. Explains corfipany policies and rules. - 

Agrees to employ a student-learner for the en- 
tire school year. 

Provides diversified and supervised work ex- 
perience. Has a personal interview periodically 
with the student. 

Complies with State and Federal regulations 
concerning Fair Labor Standards. - 

Assists in affecting the transition from student 
to employee. 

. CalMh^ coordinator fof aid in adjusting major 
problems. Notifies the coordinator before* dis- 
charging a student. . . . ^ 

Evaluates progress of each student-trainee 
periodically. , ^ 



The student attends schoolin the morning and 
receives on-the-job training in an office during the 
afternoon. ♦ • 

Each student trainee receives three units of 
credit for the successful classroom and job perfor- 
mance. In addition, he is paid a minimum wage in 
the training status period. 

/ 

CO E. .is taught by a qualified teacher- 
coordinator who is aware of the needs of both the 
businessman and the student-learner. 

• A successful Cooperative Office Education 
Program is thc/result of cooperative participation by 
the school, the em'ploycr, the parent aruj^he 
student. 




STUDENTS RESPONSIBILITIES 

• ^ Is a loyal em ployee in the business i;i which he 
is working. Is hqnest, dependable, and witling to 
accept responsibility, t . ^ - 

Kee 

anrd in scl 



Keep a good attendance record in the office 
nool. 



Notifies coordinator and employer of antici- 
pated absence. *• > 

Is clean, neat and dressed fo mee^Jhe require- ^ 
mentsof the job. ^ 

Is courteous and considerate of others. Has a 
harmonious working relationship with .business.^ 
personnel and employee's. * 

Accepts criticism as an aid to learning! 

Develops goo3 work habits. Is interested, alert 
and accurate. ' 

Is a high school senior, in good health, ajid^t _ 
least 16 yearSjpfagft: 

f 

ProvidesTown transportation taand from work. 



/ 



• APPENDIX C ' 
tEACH^R-CpORDINATOR BUSINESS CARDS 
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APP^J^DIX C ' / 
Examples of lousiness Card of Teacher-Coordinator 



MILDRED ANN HENRY 

Coordin^or , 



COOPERATIVE OFFICE EDUCATION 

Baker High School 




320ajGroom Road Baker, LA 7071^4 . (504) 7754119 

. ' ^ or 775-1259 




—H-t. BOURGEOIS , GRAY.'m 

^ ' HIGH SCHOOL , * ' '^^'^^^ V 

MRS. Myra m. Starr* ; 

COOPERATiVE OFFICE EOgCATION 
fH^COORDINATOR^ 

SCH<30t\FFICE ' f^P%<l^^ 



SENIOR HIGH SCHOOL 



COOPERATIVE OFFICE EDUCATION 
SANDRA E. KING 
^ . Coordinator ' 

]f 3730 Wlnboyrno Ave. C.O.E, Offl.ce 355-4900 

. ^^."^ , f , • - Baton Rouge. LA. 70805 Main Office 355-7701 



"5 . '-^^I 
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APPENDIX D • 
Example of a 
Parish Newsletter 
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STATE SUPERINTENDENT 'COMMENDS 
COE, PROGRAMS 

Cooperative Office Education is 
an excellent program for our stu- 
dents, primarily because it pro- 
vides on-site work experience. 
This- method of learjiing and earn- 
ing is of significant tangible 
, value. In work pilac^ throughout 
the state, students are able* to 
make realistic occupational decis- 
ions and choices. There is no 
better way to integrate classroom 
experience and practical work ap- 
:plifcation. : 

As Superintendent of Education, 
I commend th-is program and all of 
its participants and coordinators. 
Keep up the good work! 

'J. Kelly Nix 
State Superintendent of Education 



STATEMENT BY ASSISTANT 
SUPERINTENDENT OF EDUCATION 

Vocational education in Louisi- 
ana fs-a vast complex of inter- 
related occupational areas,. Hav- 
ing been a ^ high . school principal 
for a num'ber Of years, I am most 
appreciative of the contributions 
that COE makes to the total pro- 
gram of itpcational education. It 
is through cooperative training 
that students are able^^o explore 
career opportunities and learn an 
occupat:ion that, in mdny in- 
stances, leads to a lifetime hf 
productive employment. 

'We, of the Department of Educa-' 
tlon, will contiriue to place a 
.high priority on Cooperative Of- 
fice Educatipn and will expand our 
efforts to offer technical assist- 
ance to the local education agen- 
cies where needed. 

Again,' may I commend you for 
your efforts. 

Dr. N. J. Stafford, Jr. 
Assi'stant Superintendent 

Office .of Vocational Education 



"HEY, MISTER / 
• (MRS., MISS, or MS.^.. ^ 
wanna buy. a candy bar or a mug or 
a Christmas ornament, or greeting 
cards?" .V. the list is endless. 

Although / limited .vocational 
funds are provided for supplies 
and equipment, for COE students,.^ 
no funds are available for extra- 
curricular activities. Thus, 
each COE program must include as 
part of its annual activities 
some type of fund-raising pro-- 
3'ect. The projects vary, but the. 
common goal' is providing funds 
for the annual employer apprecia- 
tion function. To all of you who 
cooperate with our fund-raising 
projects, we woi^ld like to take 
this means of Ranking you— we 
really ap^eci ate (your help. 
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apologies to 
Mckinley £Q0rdinators 

In the September issue of the 
COE News 1 etter , the paragraph 
listing the /present and former 
coordinators of the McKirTley COE 
''program was inadvertently omitted 
' from the article entitled "Growth 
of Cooperative Office Education 
in East Baton RoUge Parish." - 

Mrs. Jeanette Langridge Kaub ; 
started the COE program at 
McKinley in 1970. The following 
teachers 'have served as coordi- 
nators: Mrs.' Avis White, Ms. 
Carol Borskisy, Mrs. Donna Murray, , 
and - Mrs. Heather Babin. [Irs. 
Beleta Bischoff is the present^' 
coordinator, of the program., be- 
ginning her third year .with the 
1981-82 school term. - 



MERRY CHRISTMAS 
and 

HAPPY NEW YEAR 
from 

The COE Coordinators 
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THE EMPLOYER'S VIEW . 

Cooperative Office Education 
(COE) is a cooperative program be- 
tween the school's, and local busi- 
nesses.-* .Our uniqueness is the on- 
the-job training which our stu- 
dents receive. Without the "par- 
ticipation of the employer, COE 
would simply Be another business 
education course, - Our goal is to 
provide a course which is mutually 
beneficial to the student, the 
school, and the local business 
community, 

* ★ ^ *• * * 

"I need haU a p.erson, or actu- 
ally a whole person half the 
time,"- 

Through my years in publit ac- 
counting practice in Baker I have 
heard these wor(js many times from 
my local clients. As a business 
grows, it needs more workers, but 
if it is 'a slow, steady .growth, 
then at a certain point in time, 
half a^ person would do fine-, 

I have recommended hiring a* COE 
student to many of my clients. It 
is the perfect solution to the 
problem. The old saying that I 
would not recommend something to 
you that I did not use myself' is 
appropriate in this instance, 1 
have used ten ^ COE students 'over 
the years, ^ In fadt,, two of them 
are sttll employed by our firm, 

I have discovered that the stu- 
dents want to work, - This is the 
most important qualification of 
all, A person will learn the job 
if he/she wants to work, * The 
smartest person in the world will 
not do a good job , if 'he/she does 
not have the desire to wark, 

So,*, if you, need* half a person 
to do a job, I recommend a COE 
'Student highly, 

John D- Butler 
. Bgtler & Bryant 
Certified Public Accountants 

American ^ank participates in 
the East Baton. Rouge Parish COE 
program not only, because we can 
use excellent part-time help, but 
it plays a very important 'part in 
our clerical recruiting program. 
The retention rate of employees 
has been 85-901 One of our 
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Branch Managers came to us* as a 
COE student, worked part-time 
while attending LSU and is now 
managing a branch. Also, we have 
4n Assistant Branch 'Manager who 
started as a COE student. 

Because of the close supervis- 
ion of the COE coordinators, we 
have experienced very few prob- 
'lems. The coordinators keep in 
touch with the immediate super- 
visor(s) and' by doing this they 
are always on , top of any problems 
th^at may arise, A COE stu(JeVit^is 
not 'only taught good clerical', 
skills,, but how to dress profes- 
sionally and a lot o.f just, plain 
business courtesy, 

I personally feel this program 
is on'e 'of the best the public 
school systeip has to offer. 
[ ' Edna Browning 

Personnel Officer 
American Bank & Trust Company 

Our Company began participa- 
tion in .the COE program in 1968, 
We have employed a total of six 
(6) girls since that time, and (jf 
the six, four are still with us. 
We were a small organization in 
1968 and therefore were able to 
expend the time training these 
employees according to our needs 
dnd expectations. They, in turn, 
grew with our organization and to 
date have moved into executive 
secretarial positions. By their 
knowledge of the day-to-day oper- 
ations, they are able to contrib- 
ute heavily to make for smoother 
daily operations, 

. ' Tillmpn *H, Huckeba 
Executive Vice President 
F, C, Schaffer & Associates, Inc, 

Student workers have long. been, 
valuable additions 'to our staffs 
of .Medical Records Departments, 
Our association with^tlie Tara COE 
program over the p,ast several 
years has resulted in productive 
"employee relationships, fostered 
by sound classroom preparation, 
and the concern for good perform- 
ance of the coordinator, 

Jean B, Daily, RRA 
Di rector > Medical Records Service 
Baton Rouge General Hospital 

• Hi 
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THE GRADUATE'S VIEW . . . 

"As a former. student of the COE 
program, I would like to comment 
"on ' its value for the office work- 
er. The program provided an ex- , 
cellent opportunity to .get start- 
ed in the business world through a 
part-time job. The program also 
provided training in basic office^ 
skills necessary for 'on-the-job'' 
experiences.' Through sharing of- 
fi<;e ' experiences with fellow 
classmates, I was able to benefit 
from their ideas and suggestions 
on the different situations. In 
tny opinion, the COE program is an 
outstanding way in which a young 
office/clerical worker can make 
the transition into the business 
world." 

Marilyn Carpenter 
F. C. Schaffer & Associates/f Inc. 

(Broadmoor COE) 

"I started my career in the Co- 
operative Office Education ^class 

,of 1970-71. I had decided to pur- 
sue a. business career, however, 

-did not intend to go to college. 
I was placed in a receptionist- 
typist position through the COE 
program on a part-time basis- for 
that school year. At the end of 
that time, I was as^rd to cantinue 
my employment on a full-time basis? 
as a secretary_j^ As the company 
grew, so did^^W career. I am 
presently the office manager of 
the same corpora,tion. 

"Had it n6t "been for the. COE 
program, X would - never have been 
given the . opportunity to be 
trained 00 the job and gain the 
experience and knowledge I now 
have." 

Geralyn C. Graphia 
F. C. Schaffer &• Associates, Inc, 
(Broadmoor COE)'' 

"I just wanted 'to thank you 
(Mrs. Tull) for 'all of your work., 
with each- of us and (for the) time 
you took to work with our employ- 
ers to see that we had a good op- 
portunity to learn new things in a 
business atmosphere.-. . There are 
new things that I learn each day, 
some from mistakes, and some from 
watching other people; but the 



most* • helpful 
training." 



tool was my COE 

Trish Coe 
IBM Corporation 
. (Belaire COE)" 

"Due to the XOE program, my 
>ife took a turn for the best. I 
now have job security and a' 
bright future with a firm that is 
rapidly expanding. 

"Because of my on-the-job 
training, the knowledge I have 
gained has enabled me- to • travel 
extensively, working in various 
parts of the world such as 
Central America, Europe and 
Africa. ' " . 

"Three cheers for COE!" 

Debra L. Blacher 
F. C. Schaffer & Associates, Inc. 

(Broadmoor COE) 

". . .(C6E) helps you learn 
different types of tasks, how to 
be responsible, and how to work 
well with others. 'It. also helps 
you to understand ^nd learn 'about 
the business world. COE ^'^elped^ 
me get the caneer I wanted," ■ 

Glenda McKnight 
•Louisiana National Bank 
.(McKinley CGB). 

"I feel the COE program was 
very beneficial to me because I 
was not sure I wanted to go to 
college. The program got me a 
job that I probably would not 
have been able to get. as a high 
School graduate with no 'office 



experience. 



Sarah Sanders- 
(Woodlawn COE), 



"COE helped Tne locate my booK- 
keeping/secretarial job that I 
have now had for oy^^r f1"3 . ir\ 
COE helped me acquire the s..i 1'!? 
I« needed." 

Pal la's Dedon 
Butler & Bryant, CPA's 
"(^o.er -COE) 

"In my opinion, COE waS the 
most useful course for m-o in hig". 
school." 

'Mel-i-isa Tayei: ■ 
(Woodlawn COE)^ 
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—She looks the part--attractiv6ly 
and tastefully groomed in ap- 
propriate business-like at- 
tire. 

—She is in good health and has a 
good attendance"?Icurd* 

—Her voice is pleasant and well 
modulated. 

—Her speech is cle*ar, grammat- 
ically correct, and ^expres- 
' sive. ' c 

—Her telephone manner is friendly 
and courteous, and she is ef-. 
ficient in handling calls for 
others as well as herself. 

'—She' is punctual . - 

—She possesses the skills and the 
ability to undertake more ad- 
vanced work. 

—She is accurate in her^^^/ork, and 
careful in such details as 
proof readi ng , f i gUr i ng , and 
f^vling. 

— She can be counted on to do a, 
job right tTie first time. 

—She caa. follow instructions and 
wofx without constant super- 
vision and direction.^ 

—She can give instructions to 
others in a clear, logical 
manner that can be easily 
understood. 

—She is so well liked by all the 
staff that she' receives ex- 
cellent . cooperation from 
them. 

—She has a considerate nature, a 
pleasant disposition, and an 
even temperament. . 
--She has a dignified, business- 
like demeanar. 
—She possesses the social and in- 
tellectual polish that en- 
ables'her to associate easily 
with all types of people. 
--She has the ability to concen- 

, trate well . 
—She is courteous and tactful 
even with disagreeable custo- 
mers and callers. 
She can work well under pres- 
sure, keeping her wit.s and 
, maintaining her poise 
throughout* 
•5he can be^ counted on to keep 
confidences and to resist 
gossip. 
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—She possesses efficient work 
habits. 

•—She Is wgitchful for ways to im- 
' prove work methods or to cut 
^ coasts. - 

—She works willing^ despite oc.-' 
casiDnal emergencies that 
might entail overtime, 
--She is concerned with the wel- 
fare of the company and of 
'its customers. 
--She works well alone or as a 

member of a team*. 
, --She can adjust easily to her 

superiors. . 
—She can take criticism calmly 
^ • and can evaluate it imper- 
sonally. 

'--She is considerate of her em- 
ployer's time, and tries to 
relieve him/her of any tasks 
she can handle. 
—She does not l^et her personal 
trouble interfere with bus- • 
iness. 

—She separates business * and 
-.pleasure to ^ the extent that 
heh social phoning, shopping 
. sprees, hairdressing ap- 
pointments, and so on, do 
not infringe on company time. 
--She does not let her office so- 
, cializing get out of bounds. 

. *Taken from CHARW by Whitcomb .and 
^ -Lang. 

DIRECTORY OF COE PROGRAMS 
AND COORDINATORS 



Baker/Mrs. M. Henry. . . 
Bel ai re/Mrs. R. Tu'll . . 
Broadmoor/Mrs. J. Kaub . 
Capitol/Mrs. S. Potts. . 
Central/Mrs. J. Smith. . 
Glen Oaks/Mrs. J. White. 
Istrouma/Miss S. King. . 
McKinley/Mrs. B. Bischoff 
Lee/Mrs. S. Fleet. . . . 
Tara/Mrs. I. Shaw. . . . 
Woodlav/n/Mrs. R. Almond. 



.775-1119 
.272-99^9 
.926-5486 
. 387-0244 
.261-5768 
.355-3771 
. 355-4900 
.343-2150 
.344-7189 
.928-0122 
.292-4122 



******************* 

Co-editors of the December 1981 issue 
of the COE Newsletter were Sandra 
King and Jeannine Smith. 

***************ik*** 
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APPENDICES E, F, AND 6 

COE INVITATIONS AND PROGRAMS FOR AN 
EMPLOYER appreciation; FUNpiON 
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APPENDIX E 

( 

Example of an Invitation to the Employer Appreciation Function 



I !Z/5^s iJttxowna 
Coof^sxatc^s Ojfics Education Cta^ 

X£4fiu^h- (wnox of ifoux jj xeiencf , 
at iU £m^oij,£X c/f-j^xeciaiion JjunclUon 
on 

VzuLuj, c^fiiif 23, 19S2 
12: 00 noon 
* at ilU Sedan <J^oa^t c^iCion ' 
^u&^i of ! 

S a.m. to )2 noon 
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APPENDIX F 



Example of Prograiji Cover Tor Employer Appreciation Function 



BELAIRE C. 0. E. 
presents 
A TOUCH OF THE OLD SOUTH 




1980 - 1981 
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' ■ ■ - APPENDIX G , • 
Example of a Program for the Emplayer Appreciation Tunction 



1981*1982 



COOPERATIVE OFFIC^^ EDUCATION 



Baker High School ' > 

. ^ J ^ 

COOPERATIVE OFFICE EDUCATION 



Students 



O^bonh Al0X$nder 
Rox9n§ Ardoln 
P§nny Bishop 
R§b0CGM Bognn 
PmuIb Boudre$ux 
D9brB CoHld$n 

Amy Cflder 
• TonrmD0don 
Ann§ti0 Dixon 
L§$ll0 Dodson 
Kir/ FMUtkn9r 
Emily Hicks ^ 
.Qwmdoiyn Kelttr 
TikrI Krumholt 
Lisa L0S 



! Lisa Loudon 
Suzanne Maglons 
Sherry McAllister 
^Angie McCea/ley ^ 
_Pairrcta Netteryille" 
Trudy O'Callaghan 

Tr0cy O'Neal 
KImberly Robertson 
Tina' Rogers 
Mary Alice Smith 
Denlse Smith 
Valerie Whlt^ 
TeresdtWIIson 
• April Worthy 



Coordinator - 
Mildred Am Henry 




EMPLOYER APPRECIATION DINNER 



Continental Roorp 
Bellemont Motor Hotel 
May It 1982 



EMPLOYERS. 

American Bank & Trust Co. 
Associeted'Enterprises 
Baker Police 
Baker Utilities 
Big Jim's Mobile Homes 
Butler & Bryant, CPA's 
Keith Cox State Farm Insurance 
Donaldsoh's Auto^& Cycle Parts 
East Baton Rouge Parish Sdhool Board 
First State daxik & Trust Ca 
. G. R Federal Credit Union 
Larry Germany, D.D.S. 
' ^Group^W Cable 
La CapJtol Federal Credit Union 
Louisiana Department of Justice 
Louisiana Division of Administratioh 
^' Louisiana National Bank . 
Lowe's of^Baker Inc. 

Mayor of Baker , , , 
*" Motor Parts &\Supply Co., Inc. 
Otha Nelson, Attorney 
Parker's Quality Meat^ tn6.^ 
Reliable Credit Cbrp. 
Sears, Roebuck & Co.' 
Tiger Rag^Magazine 
Zetz 7'Up Bottling Co 



PROGRAM 



Trudy O'Callaghan, COE President, Presiding 



invocation: ^f^Hy Hicks 

* 8 Vtce President 



INTRODUCTIONS. . . . Gwen Keith & Mary Alice Smith 
Secretary . treasurer 

STUDENT ACHIEVEMENTS 7 Allen Spears 

Assislani PnncipHi Instruct ton 

STUDENT CERTIFICATES. Mildred Ann Hehry 

Coordinator 



EMPLOYER CERTIFICATES 
: AWARDS 



. Jerry Eppe; ^ yt: 
Prtnctpal 



BOSS OF THE YEAR AWAf^D h:ct,te tu 

Assistant Prtnctpal 

BENEDICTION Twa^Hogej^ 

tiepoftc 
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* APPENDICES H,- I, AND J' 
CERTIFICATES OF APPRECIATION 



ERIC 



E-34 



O 



" APPENDIX >l* 



' Example of a Certificate of Appreciation for the Employer 




(tttrtificat^ of ^pprectafiun 



xbxrdfti to 



recognition of cooperation «n<l participition in ®Hic« graining for 



mTE SUPEWNTENDENT OF EDOCATICN \ •I'.S'NtSS AND OFI lOE EDUe/tTION 



PUNQML ^ T COORD,NATOR 

Certificates' may be obtained from the State Department, 

E-36 ^ 



* APPENDIX ! ' 
Example of a Certificate of Appreciation for, the Employer* 




'Ea^t •%cyforv $fi\Mj^ Vcmsl]^ 




This certificate is awarded to 



in recognition of contribution to the office training of 



for the year 



(Seal/of School) 



•Parish Superlnttndent 



Parish Coordinator of Vocational Education 



-Principal 
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Coordjnator 
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CLASSROOM. NECESSITIES 



/3fACILITIEf, EQUIPMENT, AND SUPPLIES 
Facilities 



^qui^nt. 
Supplies ' 



APPENDIX 
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A.' Model Room 



< 



t 
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. F-3 

F-4 
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FACILITIES, EQUIPMENT, AND SUPPLIES 



Classroom accommodations for a COE program .will vary and w>n require 
adjustments as needs and .finances change. 



Fa.cilTties ^ • r ^ 

Instructional facilities may consist of one related classroom where 
other business subjects are taught, several fully equippecj rooms, or 
laboratories which may or may not be shaded with oth^r .business teachers. 
The classroom should. appear as businesslike as possible y/h^ile providing 
bM< stations that accommodate needed equipment, supplies, and work space. 
The following should, be considered when furnishing the COE classroom: 



,1. Ample, electrical outlets in safe, convenient locations' are a 

" ^ necessity. A' fnaster switch should be incllided in. the wiring plan. 

2. Carpeting nor only absorbs noise but also gives the room an 
office atmosphere and is* easily maintained. 

3. Lavatory facilities are necessary for easy cleaning after cer- 
tain jobs. , . 

4. Adequate storage for instructional aids as well^ as students/ sup- 
plies requires provision, , _ 

5. Office furniture in an "office arrangement should be used instead 
of the standard "schoolroom" furniture and arrangement. (Appendix 

In addition to the instructional facilities, the coordinator should 

have a private area, prefei5&bl^ an office, where uninterrupted small 

•meetings. can take place. A telephone with an outside line is "essential . 



Equipment 
« 

Instructional equipment should be selected after carefur'evaluation 
with thought given to the following: ' ■ , * ■ _ 

■ X. What equipment is currently used in business? 



4 
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2. Can equipment b;e learned in a short time with little dafficulty? 
.(Choose equipment on which the student can expect to train for 
a reasonable amount of time.) * , ' _ 



3. Will the equipment quickly become obsolete? 

Items from the following list are appropriate for the COE classroom 

and/er office: 

Typewriters—electric, electronic, memory 
.Office machines-electric, electronic calculators ^ 

Filing cabinets with and' without .locks ^ -i 

Duplicators-fluid, stencil, offset, electronic stencil maker 

Projectors— overhead, film, filmstrip, slide 

Stenographic laboratory 

Transcribing/dictating machines 

Tape recorder 

Phonograph 

Demonstration stand 

Stencil filing cabinet ^ 
' Mimeoscope 

Collator/ jogger . . 

Copier— electrostatic or infrared 

Typewriting L-shaped desks and chairs 

Model Secretarial desk (L-shapped) and chair 

Typewriting demonstration stand 
■ Assorted storage cabinets ■■ , . 

Records- must. be' kept for all equipment and should include -location 
(room^number), record of repairs, dates of purchase and disposal, ma^e, 
serial number, cost, source of funds, and present condition. Section 
104.37 of Title 45 (Federal) Rules and Regulations requires that inven- 
'tories be maintained on items 'of equipment, each initially costing $100 
'br more-, in which cost the Federal Gpvernment has parti cipated-whether 
with funds derived from Federal grants or State or 'logal matching fundi. 
Inventory records must be maintained on both the local and state levels.. 
The local .educational' agency should be prepared to credit the Federal 
Governmejit with its proportionate share of the value of eacfr item of 
equipment at the time i-t is sojd or ceases to bemused for vocational 
- education purposes. i 

F-2 



A^ong-range plan for equipment purchases is helpful when funds become 
avajilabVe and must be spent in a limited time. Such a plan should include 



specifications, priority, prices, names and addresses of vendors, and 
other pertinent 'information. " ^ 

Supplies 

Amounts of available funds for supplies can vary from year to year. 
A "needs" list should be maintained at all times and consulted as funds 
become available.^ Supplies considered acceptsble for COE include: 
''Stop watches Electric pencil sharpener 

Interval timers ^ Paper cutter , 

3-hole punch ' ^tyli and lettering guides 

Scissors' • . Vape dispenser.s ■ 

4 

StapTers and removers . Instructional tapes, belts, films, 

wall charts 

Copyholders 

Miscellaneous office supplies as ^ . 
File baskets needed 

The COE coordinator should also '^collect additional instructional 
mat-erials such as supplementary textbooks, occupational handbooks, occu- 
pational gui dance/ m^itiierials, trade journals, and miscellaneous job related 
information. 



■12, 
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.. ARBENDIX-A- 



1 



MODEL ROOM LAYOUT 

2 - > 



) 



) 

f 

) 



) 



) 



c 



9 



14 



14 



Office 



10 


11 


. 11 


11 



12 



( 



Workroom 



. 5 



'A 



)' 



) 



P 



14 



13 



13 



1 . Tackboard 

2. Chalkboard 

3 . . Magazine Rack 

^ 4 . Seating .Counter 
5. Standing Counter 



5. . Storage Cabinet 
7 Secretarial Desk 

8. Secretarial Chair 

9. Trapezoidal Table 
10 • Coat Rack. 



11, Filing Cabinet 
.12* Sink 
13. Mobiles 
14/ Glass 
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REPORTS 



PROGRAM REPORTS. 

State Department of Education- Reports 

* 

Parish Reports ' y 
School Reports 
APPENDICES 

A. Vocational Education Personnel *' 
y Class Enrollment Report « 

C. End of , Year Report 

D. Mileage Report 



PROGRAM REPORTS 

Tile COE taacber-coor4i^iatar -be-^requii^-4;o-sxibiTitt^vaj^ 

during the year. Organized management of records to assist the coordinator 
in completing these reports is essential. Reports will be directed to 
different agencies including the State Department of Education, parish- 
school boards, and lo.caj school administrators. 

State Department of Education Reports 

' September , _VE-104A - Vocational Education Personnel (must include 

^^Program of Work" for extended programs) 
(Appendix A) 

BE-6602 - COE Class Enrollment (must concur with sue- 
' ceeding' reports relating to COE students) 

(Appendix B) , 

May ' ' BE-6603 - COE End of Year Report (Appendix C) 

Others may be added as required *6y the United States Department of 
Education. 

Parish Reports ■ . ' ^ 

A copy of all "state" reports should be sent to the parish vocati^onal 
supervisor. Parishe^s may require other reports for in-parish use. 

Coordinators will need to keep personal records of travel so they can 
submit accurate accounts of mileage for reimbursement. (Appendix D) 
arishes set their ov/n rates for travel reimbursements. 



School Reports 

\ Local school administrators may require additional reports. The 

coordinator can also use his/h'er own initiative in keeping the administra- 
tioij informed about the program. • . * 
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APPENDIX A 
OFFICE OF VOCATIONAL EDUCATJON 



'(Revised September 1982) LOUISIANA STATE DEPARTMENT OF EDUCATION 

VOCATIONAL EDUCATION PERSONNEL 



Submit in Quadruplicate 
. FCrf Each Teaclie r^ - 



Date Submitted 



Fiscal Year 



Local Educational Agency 



Name of School 



^^Agriculture 
"Business Education 
13ilTf11)uri'v6^ Edxnrarl^ 

General Cooperative Education 
"Health Occupations 
"Hoiae Economics - Consumer 
_Hom6 Economics - Wage Earning 

Industrial Arts 
"Trade and Industrial 

Vocational Guidance 



Name of Instructor 



Degree Held 



Years of Experience 



Total 9-Month Salary (Exclude All Supplements) Years in Present Voc-Ed Program 



I. TEACHING SCHEDULE OF VOCATIONAL INSTRUCTOR 



Class 
Period 



1st 



2nd 



3rd 



4th 
5th 



6th 



Subject Taught 
*See Note 



Length of ENROLLMSNT 
Period 
(Minutes) 



Total 



No* Of Weeks 
Each Student is 
Enrolled in the 
Program 



7th 



*NOTE: Show all Cortference and Planning Periods, Indicate first and second semester courses 
when applicable* Under £nrollmeht> "D" is Disadvantaged and "H" is Handicapped* 



II* EXTENDED EMPLOYMENT ^ 

Application Is hereby made for fed^al and/or state reimbursement for salary of person 
named in this application* Before extended employment can be approved, the reverse side 
of this form muSt be completed* • 



Month(s) 



Check appropriate raonth(s)J ^July, ^August> J ^Jun^ 



in* TO BE FILLED IN BY LOUISIANA STATE DEPARTMENT OF EDUCATION 

1. Certified: . 2* Experience: 



Salary Matching Funds 



X $ 



Pro Rata Time 



9-Mo'nth Salary 



Extended employment approved for 
State retirement approved for 



months ''at $_ 
months at $ 



RECOMMENDED BY: 



DATE: 



I2j 



Local ^.ducatlonal Agency 

IV. EXTEHDED EMPLOYMENT INFORMATION: 

—T -Sttb jeet— Tatight-t — — ,~ — ~ Est iraa t ed-Enr ol-lme nt-: — — - 

Teacher Name: ■_ Teacher Aide Name: 

Funding source for extended employment for this program: ^ ^ 

: 120 Funds - Basic Gratit : 150 Funds - Consumer Homemaking . » 

: Disadvantaged Set-Aside : 120 Funds - Cooperative Education 

,\ Handicapped Setr-Aside ' \ Agriculture J State Funds , 

' : 130 Funds - Vocational Guidance : On-Going State Funds 

: lAO Funds - Special Programs for * : Other: 

- Disadvantaged Students 

Time Schedule: Daily Schedule "dumber of Weeks : 

Days per week: 'Dates of Extended Employment: 

Hours of Actual Instruction per Day: * 



V. PROGRAM DESCRIPTION: (Must include justification based on, student* needs, instructional 
objectives, and content outline. Attach additional sheet if necessary). v, 
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' « APPENDI'X B ' 

COOPERATIVE OFFICE EDUCATION 
^ . STATE DEPARTMEKT OF EDUCATION 
9 VOCATIOHAL. BUSI!IESS EDUCATION 


Q^>,nni ^ City 

«... n»« s«..rt«i ■ 19 _ Coordinator — 

f-tll In aunnurr on reverse side. \ : 






Student 


Job 

Ob"fective* 




Data of 

Employmeat 


1 . 






... ! — * — 




• 














A. 








5. 




' ' • ' 




• 

6. 
















7. ' 


















9v / 1^^ 










10, : 










11. 










**• 




, ^ — 






13. 

; \L. 


















I . *PLEASE use theCIE CODE number listed on the reverse siae oi. e e a 
' objective. , • 

' Enrollment: Male Fenale Signed. Coordinator 


' T^trai: > L 


; Principal 

1 

1 ^ . ♦ • • 

, 'J ' Apprnvf^ji \ 1^ 6 

^ ♦ Parish supervisor 
. * - ' G-4 

ERIC . *^ 





Job 

V/k/ 1 i» A> V w 


Where Employed and Job .Title 


.Date of 
Employment 










17 

I r • 








18 








IQ 




** 












71 








^4 • 


- • 


1 ■ ■ ■ ■ 7 




















9^ 
















27. 






• 


28. 








29. 








30. 









JV. ; I = — 

*PLEASE use the CIP code number listed below when giving the job object ive. 



CIP CODES AND TITLES TO DEFINE JOB OBJECTIVES 

C IP Code • Title 

Accounting, Bookkeeping, and Related Programs 
Banking and Related Financial Prograias 4 
Business Data Processing and Related Programs 
Secretarial- and Related Programs 
Typing, General Office and Related Programs*" 



Summary 




CIP CODE 


BOYS 


GIRLS 


' TOTAL 










nj.m 








QI-03 
































GRAND TOTAL 


G- 


5 
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4DT-.01- 
07.02 
07.03 

07.06 
07.07 
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APPENDIX C 
STATB DEPARTMENT OP EDUCATIOH 
VOCATIONAL BUSIHESB 3DUCATI0H 
BATON ft0UGB> LOUISIANA 

CQQPEKi^VE OFFICE EDUCATIOff STUDEKTS 
END, OP YEAR REPOPT • 



Date 



Pleasa fill in this form in duplicate for each cooperative office education claia and aend the original to the State 
Office by . . ^ 



CITY 



FARISH 





SEX 


Where Employed & Job Title 


Job Claatificatipn 

(Use CIP codes listed 


Vagea 

Per 


Total 
Yearly , 


Name of Student 


M 


' F 


During School Year 


on next sheet) 


Hour 


Eaminca* 


I- 












« 


2. 














3. 














yi ' ■ J — 








. *• * 






5. 














^ 6. 














7.' 














8* 












t 


9* 














10. 














Number of Employers Participating 






SlCaiED 


> < 





Coordinator 



Nuaber of Stur^<nt£ 



133 



Rame of Student 


SEX 


—r^ ^ : ^ 

Where Employed & Job Tl£le 
Durlni^ School Year 


J<?b, Cla88,^iceWor\ 

(Uife^to codes lifted 
this sheetM^ * 


Vages 
Per. 

' Hour 


Total 
Yearly . 
Eaminfis 


M 


F 


11. 














12: 












- 


13. 








• 






14. 






• 








15. 






> 








16. 














17. 














<r> 18. 














19. 














20. 








• • 






21. ' • > 








< 






22. 














23. ' 






• 


i - _ . - 


« 




24. 














25. 






1 > mm 









CIp CODes TO BE USED IN JOB Ca.ASSIPICATIOr^ CQIW^ 



07,01 . Appounting, Bookkeeping, and Related Programs 

07*02 Batik^nR and delated Financial Programs . " 

07 .OG ^Binesa Data Processing and Reflated Programs . ^ ^ 

07,06 " SecretarifiLT and. Related Programs, ♦ " • 

• 07.07 !iyping,. General Office, And Related Programs . - ' ^ 

■ , ' •• • - ■ _ ' 1S6 , 
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APPENDIX D . 
MILEAGE REPORT ' 



1 ■ . 


FIRMS CONTACTED 


^ ^ P 

PERSONS IN CHARGE 


■ MILEAGE 


ENDING 
MILEAGE 


1 


- — = — ' \ 








• 




' / 

/ 
















m 






I 






— £ 


^ : — ' r ' ' 




* 






■■ . - -> . ■ . 




















' > , 1 1 ■ 






\ 




i , \, ' 






^- TT 


J ' 

1 


\ 

\ ' >^ ^ — ^ ^ 


' ■ 


. 1 

A 


t 

1 

\ 
t 


^ — 1 ^ 

i — : 


> 




{ ■ 






I 



I 

03' 
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This is for your own personal record 
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STUDENT ORGANIZATIONS 



FUTURE BUSINESS LEADERS OF AMERICA 
COE CLUB 



Paae 

H-1 

H-2 
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H-i 



139 



) 



FUTURE BUSINESS LEADERS OF AMERICA 



Future Business Leaders cff America is a secondary organization fpr 
sludents who are interested in business and office occupations. The 
program of instruction develops leadership competencies through business 
educatiorr courses. 

Cooperative Officfe Educa tion studen ts are encouraged to join and' 
. participate in FgLA activities, cut students can be-valuable members 
to FBLA because of th^ir unique on-the-job training opportunities. Two 
FBLA' competitive events are especially .designed for. and limited to CQE 
students. Both events can be successfully integrated with regular COE 
classroom instruction. The first event, Job Description Manual, is 
designed to test the student's ability to prepare a comprehen.srive.job 
description manual. The manual must relate to a specific job or work 
station, held by the contestant. Manuals are submitted to the state 
office for judging prior to. the state conference. The firs,;t place manual 
is submitted to National as Louisiana'^s entry. ^ 

The second competitive event is Job Interview' and is designed to . 
'acquaint students with employment procedures they will face when applying 
for positions. Louisiana guidelines restrict contestants to those stu- 
dents enrolled in a cooperative education program. Contestants prepare 
resumes and letters of application prior to attending simulated job 
interviews. Contestants compete at the district and state levels with 
the state winner becoming, eligible ^to compete in national competition. 

Information about this organization can be obtained from the 
following: 

State .' • National 



Mrs-. Connie G. Buck 
Executive Secretary, FBLA 
P. 0. Box 44064 
Baton Rouge, LA 70804 



Future Business Leaders of America/ 

Phi Beta Lambda FBLA/PBL 
Ex'ecutiVe Director 
Dulles International Airport 
Post Office .Box 17417 
Washington, DC 20041 
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COE CLUB 



Leadership within the local COE program can be fostered through the 
election of officers* These officers can" assist the coordinator in 
recordkeeping, fund raising^ and public relations -activities. 

Club activities can be as limited or extensive as the coordinator 
and student members decide* ^ . 
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SUPPLEMENTARY 

# 

GLOSSARY . ' 
MINIMUM STANDARDS 

STATE DEPARTMENT OF EDUCATION PERSONNEL ^ 
STATE DIRECTORY OF COORDINATORS ^, ' 



I-i h 



GLOSSARY 



Advisory Committee - A group of persons, usually outside the educational 
profession,- sele^tejl for the purpose. of offering advice and counsel to 
the school regarding the vocatio/ial education program. Members are 
representatives of the people who are interested in the activities with 
.which the vocational program is concerned. 

Agriculture Education - The study of farming, other scientific agricultural 
occupations, or any occupation involving knowledge and skills in 
agricultural subjects. 

Agriculture Occupations - Those occupations involving knowledge and'skills in 
agricultural subjects which include the functions of producing, processing, 
and distributing, agricultural products, and services related thereto. 

Business Education - A summary of groups of instructional programs that 
prepare, individuals for a variety of activities in planning, organi- 
zing, directing, and controlling all business office systems and 
procedures. Includes instruction in preparing, transcribing, systema- 
tizing, and -preserving written communications and records; preparing 
. and analyzing money, gathering, processing and distributing information 
and mail-, operating office machines and electronic data processing 
equioment; storing, distributing, and accounting for inventories of 
materials; operating telephone switchboards and delivering messages; 
and performing other business office duties. 

Occupational programs included are: 

,1. Accounting, Bookkeeping, and Related Programs - A group of 

instructional programs that prepare individuals to systematize 
information about transactions and activities into accounts and 
quantitative records, verify accuracy of data by applying auditing 
principles, prepare budgets- and financial reports, operate book- 
keeoirtg machines , "and pay and receive money. 

2. Banking and Related Financial Programs - A group of instructional 

programs that prepare individuals to perform financial or_ 
banking services. Includes instruction in credit collection, 
transit routing of notes and drafts, receiving and paying out 
money,- and functions associated with processing loansi and insur- 
ance claims . - ■ 

3. Business Data Processing and Related Programs - A graup of 

instructional programs that prepare individuals to analyze 
and design data processing system configurations; write, test 
' monitor, debug, and maintain data processing programs] and 
operate computers and peripheral and data-entry equipment. 
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4. Secretarial and Related Programs - A group of instruc- . 

-tional programs that prepare individuals to record 
and transcrite communications and to provide admini- 
strative support\ 

5. Typing, General Office, and Related Programs - A group 

of instructional programs that prepare individuals 
to record, dufilicate, and retrieve data--including ► 
classifying, sorting, and filing correspondence, 
records, and other.data. Includes instructions in 
shipping apd receiving procedures, stock and inventory 
m'aintetiance, and operation of office itiachines. 

Career Objective - A student's statement of an occupational ^oal , 

Community Survey - A survey administered to businesses and industries 
in the local community to determine the need for training as well 
as potential v;ork stations. 

Competency - A specific knowledge or skill essential to the performance 
of a job responsibility, normally stated with a level or standard. 

Cooperative Plan - An organizational pattern for preparatory instruction 
which involves regularly scheduled part-time employment that gives 
stud^ents an opportunity to experience theory in practice while 
developing and refining their occupational competencies through ^ ■ 
supervised learningTxperiences 'at training stations. 

Cooperative Vocational Education - A cooperative program of vocational 
education for persons who, through a cooperative arrangement between 
the school and employers, receive instruction in required, 
academic courses and related vocational instruction by the alterna- 
tion of study -in school with a job in" any occupational field. 
These two experiences must be planned and supervised by the school 
and employers so that each contributes to the student's education 
arid to his employability. Work periods and school . attendance may 
be> on alternate half days, full days, weeks, or other periods of 
time in fulfilling the cooperative vocational- education program. 

Coordination - The process of integrating into a harmonious relationship 
• the administrative, organizational, and instructional activities of 
the 'vocational program -and directing them toward a common purpose. 

Disadvantaged Persons - Individuals who have academir, socio-economic, 
cultural, or other handicaps that prevent them fron) succeeding in- 
regular occupational education* Includes persons whose needs for 
specially designed programs result from poverty, neglect, delinquency 
or cultural or linguistic isolation from the community at large. 
The term does not include physically or mentally handicapped persons 
unless such persons also suffer from. these disadvantages. 
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EmployabiWty Skills - Skills and knowledge that enable one to obtain 
•and hold a job. 

Evaluation - A continuous process which includes four types of evaluation 
fpr the cooperative program: student, training station, .program, 
* and follow-up. 

Gainful Employment - Employment in a recognized, new, or emerging occupa- 
tion for which persons normally receive* a wage, salary, or fee. 

General Cooperative Educatien - A cooperative program of vocational edu- 
cation in which students are given Supervised work experience in any 
one of a variety of occupations, combined with related classroom 
instruction. This type'of program is suited especially to communi- 
ties where, the need for workers is, too limited to justify separate 
courses for each occupation. 

Hand4^Pl5ed Persons - Mentally retarded, hard of hearing, deaf, speech 
impaired, v^'sua^ly handicapped, seriously emotionally disturbed, . 
crippled, or other health impaired persons who, by reason of their 
handicapping condition, cannot succeed in a vocational program and 
requvire special educational assistance or a modified vocational 

J program: - . 

Hazardous Occupations - Any and all of those occupations which the United 
States Department of Labor has ruled are too dangerous for workers 
under 1^ years of age. This ruling makes such employment illegal and 
subjects employers to severe penalties in the event of violations- 
only affects businesses engaged in interstate* commerce. 

Health Education - An instructional program which prepares persons for 
' occupations that render health services directly to patients to pro- 
vide, planned instructionaj experience in appropriate clinical ^ . 
situations. 

Health Occupations - Those occupations which provide diagnostic, thera- 
peutic, preventive, restprative, and rehabilitative services to peopl 

Home Ecbnofnics Education - Education for homemaking which, prepares for 
proficiency in carrying* out responsibil ities* of home and family life 
and provides the basic knowledge and skills for* occupational fields. 

Individualized Instruction - Instruction planned to fit the needs and 

abilities of the individual in relation to his/her career objective- 
may vary in content and timing for the instruction of each individual 

Industrial Education' - 'A program of instruction designed to develop mani- 
pulative skills, safety ^'udgments, trade ethics, leadership abilities 
technical knowledge, and related occupational information. 
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Job Supervisor - The person on the job is directly responsible fjDr super- 
vising and training the student- trainee. (Also called Training 



Local Plan - A statement by a local school, system about its program, 
facilities and equipment, personnel, advisory committee, and other 
element's in the vocational education area. . 

Marketing and Distributive Education - A program of instruction in the 
field of distribution ^d marketing designed to prepare individuals 
to- enter, tq progress, or to improve competeTicies in distributive 
occupations. Emphasis is on the development of attitudes, skills, 
and understanding related to marketing, merchandising, and 
management. 

Marketing and Distributive Occupations - Occupations including proprietors 
managers, or employees engaged primarily in marketing or merchan- , 
dising goods' or services. These occupations are commonly found in - 
various business establishments such as retail i^ng, wholesaling, 
manufacturing, storing, transporting, financing, and risk bearihg. 

Occupational Survey - A written survey -of area businesses to determine the 
need for training, labor supply and turnover^ and job standards. 

On-The-Job Training - The work experience phase of the cooiierative pro- 
gram referring to the process' of learning skills in a job -setting 
rather than a classroom.^ 

Program Evaluation - An evaluation done, by the teacher-coordinator and 

administration of the local school as well as the State Department of 
EdCicatiop to determine the effectiveness of the cooperative program 
and other vocational programs. ' . • , 

Related Cooperative Instruction Instruction designed to develop occu- 
pational skills, technical^l^(i^occupational knowledges, and employ-- 
ability skills conducted m the classroom laboratory or similar 
teaching/learning enyi/on/rient, ' 

State Plaji - A writter^propos'al by .the State Department of Education and 
submitted to the U; S. Commissiojjerof Education in accordance with 
the 1963 Vocational Education Actl|an3^qts subsequent amendments. 
The proposal includes rules,. regulations, financial information 
for the state's vocational education, immediate and future plans, 
and a description of educational professional development.- 

Student-Trainee - A student enrdmd in the cooperative vocational pro- 
gram, receiving on-the-job training. 



Sponsor) 




Training Agreement - Form prepared by the teacher-coordinator 'indicating 
the period of training, hours of work, salary, and other pertinent 
facts and information necessary to assure' basic understanding of' 
the student's position as a student-learner in the cooperative 
education program. 

Training Memorandum (Plan) - Written plan of experiences indicating what is 
to be learned by a specific student and whether it is-to be taught 
in the classroom (group or individual instruction) or at the 
training station, or both. The plan is derived from a realistic 
analysis of the tasks, duties, responsibilities and occupational 
objectives of the student-learner. A copy for each student-trainee 
must be on file at his/her training station to meet the requirements 
of the Louisiana Department of labir. 

Training Sponsor - Individual at the training station who is directly 

responsible for the student-learner's activities on the job. Train- 
ing sponsor can be the owner or manager of the business or an'employee 
appointed by management. 

Training Station - Business where the student receives supervised learning 
experiences related to his/her occupational objective through part- 
time employment while enrolled in a cooperative vocational program. 

*Work Experience - Employment undertaken by a student while attending 
school , 

Work Experience Education - Employment undertaken as part of the require- 
ments of a school and designed to provide planned experiences in a 
' chosen occupation. Supervision is provided by a teacher-coordinator 
and the employer. 

Work Permit - Arf employment certificate issued to minors under 18 years 
of age after employer has completed an "Intention to Employ" form. 
Work permits are no longer required for cooperative prograni students. 
A copy of the Cooperative Part-time Trajji^ Memorandum (flan) must 
be kept on fi.le by the employer to meeT^requirements of the Lpuisiana 
Department of Labor. 



i - • 



*Also known as on-the-job training. 14^ 
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MINIMUM STANDARDS 

L ■ . ■ . ■ \ 

To be included when approved by State Board of Elementary arid Secondary 
Education. 
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STATE DEPARTMENT OP EDUCATION PERSONNEL 



0. Kelly Nix ' . . 

State Superintendent of P^jblic Education 



N. J. Stafford, Or., Ed.D. 

Assistant Superintendent for Vocational Education 



"^Huland D. Mi-ley, Jr., Section Chief, Business Education 
Connie. 6. -^uck,. Supervisor and FBLA Executive Secretary. 

V 

• ■* * - 

Marvin B/rdwell, Supervisor and PBL Executive Secretary 



ADDRESS: 

Louisiana Department of Education 
P: 0. Box 44064*. 
Baton Rouge, LA 70804 
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■■ 1 ■ *, 

mm 

STATE DIRECTORY OF COORDINATOfeS- 



m . 

To. be included when information iS' available. 



> 
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THE EVALUATION PROCESS 



4^ • ' " 

EVALUATION OF THE STUDENT ' 
Classroom Evaluation 

Tra4n+ftf ~S*at4Qrf::Eva-l uation - - 

EVALUATION OF THt TRAINING STATION 
EVALUATION OF THE COE PROGRAM 
APPENDICES 

A^ Student Work Report Form . 

.Student Attendance- and Work Report Form 
Report Card to be Completed by Training Supervisor 
Report Card to be Complected by Training Supervisor 
Student Evaluation Form 



B. 
C. 

C-1, 
D. 
E. 
F. 

F-1. 

G. 

H. 



/ 



Page 

J-.l 

J-1 

J-1 

J-2 

J-3 
J-4 

J-5 
J-7 ^ 

J-9 . 
-j-10 



EYaluatiop/bf Training Station by Sti^ent " 

Evaluation of Training Station by Teacher-Coordinator ^"11 
Evaluation of Trainijig Stat%n by Teacher-Coordinator 

Evaluation of COE Program by Employer _ ,J-13, 

E\4|luation of COE Program by Student ' J-14 
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EVALUATION OF THE STUDENT 



Tfie progress of the Cooperative Office Education student must be 
.evaluated both in the classroom and on the job. the method used for 
determining the final grade for a specific reporting period^must be 
tailored to the individual school* program. ^ 

Classroom Evaluation 

' The evaluation of* the classropm work fo^ a given grade reporting 
periad-w>Tl - be- determined by the teac^^er^eoordlnator. 



Training Station Evaluation 

Just as a student^s classroom progress cannqt be based on a single 
criterion, the student's progress on the jobTiiust be measured through 
continuous evaluation and periodic written evaluations*- Coijfinuous 
evaluation of the student's progress on the job is accompl i shed -through 
observations made by the teacher-coordinator during coordination visits, 
arid* through responses by the s^tudent on some type of WQx;k report form 
(see Appendices A and B). In addiction, periodic written evaluations must 
be made in conjunction with the grade .reporting perfod. The periodic 
evaluation form (see Appendices C, C-I, and D)^should be con!pleted by the 
training station supervisor and submitted to t1ie teacher-coordinator prior 
to the end of the grading period. It is recommended that the teachet- 
coordinator review the periodic evaluation form with the training station 
supervisot:^prior to the completion of the initial evaluation. If feasible, 
— -^be^teagher-coordinator and the training' station supervisor should review 
the completed, evaluations prior to" the assigning of the final grade for 
the grading period. The teacher-soordinator in turn has a responsibility 
to usevthe fhformation from the evaluation when counseling with the student. 

' EVALUATION OF THE -TRAINING STATION ' , , ' 

In reviewing the effectiveness of' the on7the-job experience for "the 
COE student, rthV teacher-coordjn^tor may'want to include some t^pe of 
evaluation of the training station. Appeadix.E is. an illustration of an 
evaluation which might ^be completed by the student. -Appendices. F and-F-1 
illustrate an evalAiation to be ^completed by the teacher-coordinator. If 
such evaluations are* used, the form should be adapted to the needs of the 
individual COE program. Care should always be taken to maintain the pro-^ 
fessionalism of the evaluation; the evaluation form should be aimed toward 
evaluating the effectiveness of the training station, not,, the personality 
of the supervisor. ^ ' * 



EVALUAtlGK OF THE COE PROGRAM 



In addition to a self-evaluation of the COr pirogram,^t)ip teacher- 
coordinator shpuld solicit input from the training stations and the 
students in evaluating the effectiveness of the COE program* The -evalua- 
tion instrument used should be designed to provide useful information_for 
improving the program. Care; should be exercised to be sure the evalua- 
tion, does not become an ego-trip for the teacher-coordinator nor an 
exercise in vindictiveness bythe student. Appendix G is an illustra- 
tion of an evaluation which might be completed by the training station^ 
supervisor; Appendix H^by' students. 
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APPENDIX A 
E^Cample of Student Work Report Form 

STUDENT WORK fJEPORT 
Name [ Date 



Training Station_ 



Name of Immediate Supervisory^ 



Days Worked Per Week - Hours Worked Per Day^ 

Wages Paid Per Hou r » ' - 

. • ' v~ 

Duti es Performed ' 



Machines Used 




Task I Enjoy Most \ 



task I Enjoy Least^ 



7 \ 

- h 



I Need Help With 
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Appendix 'b - * * 

Example of Student Attendance and Work Report Form 

ATTENDANCE AND WORK REPORT ~ 

Name_ ' Dates :_ 

From • To 



Training Station '' Supervisor 





M 


T 


w. 


T 


F 


s/s 


M 


T 


W 


, T 


F 


S/S 


















* 








-Scheduled ■ fROMr- 
Working 

Time TO: 























i 
















1 "ict rniitinp ta^k^* 














- - 








, / 






































• 






■a 




































• 




























List new tasks: 






• 




























































1 — 






































Tptal Hours 
Worked Daily 












* 




' — ^ * 











* 4 

Total Hours Worked This Period Rate of Pay Per Hour 



Gross Amount yarned for Peri od__: 

* i 

Describe some event that occurred this period that made you feel good. 



Describe some event with which you had a problem. 
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SUPERVISOR 'S SIGN A TURE 

1st Nine Weeks 

\ 2nd Nine Weeks 

3rd Nine Weeks 

4tti Nine Weeks > 

COMMENTS 

4 * 

^ 1si Nine Weeks ' 

2nii Nine Weeks 

3rd Nine Weeks 

J , 

4tt) Nine Weeks 



EAST BATON ROUGE PARISH 
COOPERATIVE OFFICE EDUCATION 
ON-THEJOB^EVALUATION 

4 • — / _ ' 




STUDENT'S NAM E 1_ 

TRAIfJING STATION^ 

. Teacher-Coordinalpr 

School 



Address 
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student 



High Schoof 

Teacher-Coordina to r 

Rating Key: 4 - Very High 
3 - High 

^ 2 ' Average 

1 - Low 

0 - Very Low ) 

Qualities To Be Rated./ 



DEPENDABILITY: Prompt, sincere, able to work without 

supervision, follows Instructions. 

» y 

ABILITY TO GET /{long WITH OTHERS: Adaptable, friendly 
tactful, cooperative, willing to be counseled, respect for 
others. . 



PERSONAL APPEARANCE AND GROOMING: Appropriate 
clothes for office^ dean, neat appearance, poise and orderly. 

It^TIATIVE: Goes ah^ad without constant reminders. 



)\TTITUDE: Tbward criticism, customers, clients and other 
employees. 



QUALITY OF WORK: Accuracy and completeness of work. 
(As compared with employees of equal age.) 

A TTENDANCE AND PUNCTUALITY 



.QUANTITY OF WORK 

« 



Training Station, 
Address 



Supervisor 



GRADING PERIODS: (Check Appropriate^ Column) 



1st ^ weeks 



2nd 9 weeks 



3rd 9 weeks 



4th 9 weeks 



COMMENTS 

I5t 9 weeks 



2nd~9 weeks 



3rcJ 9 weeks . 



'r^4th 9 weeks 



SUPERVISOR'S SIGNATURE 

1st 9 weeks 

2ncl 9 weeks 

3rd 9 weeks 

9 weeks 




cooperative offi ce education progra'm 
on-the-job training 
evalOation 



7 




o 

^ 

o 
-J. 



cr 3> 

(1) "U 

o z: 
3 o 
•o »-» 

-J X 
(D 

rf O 
(D I 



Student\s Name. 



Training Station.", .y. . ...... . ..-i 

H. L. Bourgeois High School 



rouU 1 , Box 242 
Gray, Louisiana 
872-3277 

Luther Fletcher 



-J 



3 ■ 
CO 
rf 

o> 

0) 



to 
o 
-J 



Donald Johnson 

Assistant PrirdptI 



1 6fian>( Kidd 



STUDENT ^ 

JOB CLASSIFICATION 

TEACHER-COORDINATOR. 



TRAINING STATION 

ADDRESS 

SUPERVISOR 



RATING KEY: 4 - Excellent 

3 - Above Average 
2 • Average 
^ 1 - BelQW Average 
0 - Failing 



PLACE A CHECK MARK IN THE APPROPRIATE COLUMN FOR EACH OF 
THE GRADING PERIODS BELOW. /"^ • 



1 St 9 weeks 



2n6 9 weeks 



3rd 9 weeks 



4 th 9 weeks 



QUALITY & QUANTITY OF WORK: Has aptitude for doing neat, accurate 
work, gjving attention to details; budgets tiirip carefully; gets the job done in 
a minimum amount of time; has an acceptable proauction output. 



PUNCTUALITY: Being to work on time; returning from -lunch or breaks on 
time, arranging for latene§s and/or time off in advance; informing the 
employer immediately of any circumstances preventing the trainee from 
reporting to work on time. 



ATTITUDES TOWARD WORK: Takes a keen interest in training; shows 
initiatiye, looks for ways to improve, is inquisitive and enthusiastic about 
each of the assigned job duties. 



HUMAN RELATIONS: Cooperates eagerly With supervisors and accepts 
suggestions, tactful and understanding in dealing with people; promotes 
gopdwili; controls emotions, makes a favorable impression on all con- 
cerned 



PERSONAL APPEARANCE: Pres.ents an appropriate Well-groomed fDUs- 
inesslike appearance. 'fol5ows company dress policy; has presentable 
hairdo; uses proper mak'e-up for office work. 



WORK AREA: Keeps work station neat and organized; takes pnde in the 
appearance of vvork area, is extremely careful jn the use c^f company 
equipment, uses good judgment when handling ail company supplies. 



I 



IMPROVEMENT IN SKILL: Has developed the ability to think for him- 
self/herself without excessive supervision; recognizes the value of the 
training opportunity offered; has gained satisfactory speed and accuracy 
on the job; has become proficient in the use of machines in the office; has 
achreved busme'sslike habits. 
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9 weeks: 



4th 9 weeks: 



DAYS ABSENT PER PERIOD: (Employer Use Only) . 163 

1 St 9 weeks: . * 3rd 9 weeks 



2nd 9 weeks: 



4th 9 weeks. 



APPENDIX D 



Example of Student Evaluation Fofm 
STUDENT EVALUATION FORM 



STUDENT'. 
FIRM 



SCHOOL 



COOftDINATOR , 



Careful analysis of the character, personality, and work habits of all students is extremely valuable to the •mployer, ^ 
the coordinator, and the student. This rating chart sets up eight simple but important classifications that^ill give a clearer 
-picture of the student's merit and future potelitial. , ' ^ a 



Please c|)e\:k one^in each category: 



1. QUANTITY 



_a.- Production high 

„b. Production average • 

_c. Prpduction sometim<»s below average^ 

_d. Production/Consistently Below average 



2. QUALITY 



,a. Is extremely careful and thorough -l^ 

. b. Quality is better than ave'Kjge ^ 

_c. Is satisfactorily correct and thorough 

. d. Gives adequate attention 



3. ATTITUDE TOWARD- WORK 



- a. 
C: 



is exceptionally cooperative and willing 
fe.enthusiastrc gnrf interea-ted 
Shows li.ttle interest * 

indifferent and^or critical 



- d. I 



4. KNOWLEDGE OF JOB 



Sufficient understanding of his own and related 
wot4< \ 
Understands obviouxand' routine as^ecfs^iob 
Improving and increasing understanding of ^b 
Slov^ to understand variation from routine 
assignments 



5. GROOMING ' . . " ' 

* a. Always businesslike in personal appearance 

^b. Usually clean, neat, and appropriately dressed 

f c,' Unbusinesslike in personal appearance 

" d. Occasionally offensi<^e ^ 

6, DEPENDABILifY AND INITJATI^E 




.a. Looks for and t^kes (Jw additional tasks 
. b. Requires only i\pfW|^4upervision 
.^.^ Requires close^supervision 
.d. Cannot be left to work alone 



7. RELATIONS WITH OTHERS 



.a; Always worlcs well with others "* 

ib. Wo^J^^^II with most fellow workers 

.c. WorfeTwell with some co-workeri 

_d, Has friction with^ellow workers 



8. EMOTIONAL STABILITY 



rp^fed^r 



.a. AlWays^seK-contrplled, receptii?e to criticism 
. b. Seldom upset by pressures or reverses^ 
. c. Easjly'offended; resents criticism^ 
. d. Worries to exeess over real or imc^rned 
problems 



r 



9. What are the ojut^tanding good pomts, if any, of this employee^ 



10. What are the important week points, if any, of this employee^,^ 



\ Date 



J-9 



Supervisor ^ 



10/270 



RJC 



■ 161 



^ ^ APPENDIX E 

Example of Form (or Evaluation o^f Training Station by Sti^dent . , 



* < 


' i * ^ 

STUDE'NT EVALUATION -OF " ' 
TRA4NING STATION / 

Date 


ft 


Studeht*s Name 






Training Station ^ . . 


Supervisor's Name 


w 




Present duties . 


' . ■ 1 ' ■ 






-■.).• . . y 




Beginning Date 


'Termination Date' . 





Yes No J, Did, you receive Appropriate orientation when you started the job? 

Yes No 2. Were the rules and>egu1ations of ^the training st&tion explained? 

Yes No ^ 3, Are you- under daily ^supervision? ^ ' . ' * / 

Yes No^ 4, Are you gfven adequate assistance wher^ you jie'ed it? 

Yes No . 5^, Are your ■fienow*emp1oyees friendly and courteous? - 

^ V ^ ' ' • 

Yes ^n6 6,' Do you feel advangement is available to you if you are working " 
m ftrll time? • ^ . ^ ^ . ■ 

Rate your supervisor on the follt)wing p'tiints: 

i Good'^ Average Podr 1, Introduced you to othe> employees in department. 

■ . . • ^ : - . ^ ' ^ 

Good Average Poor" 2. Explained chahges'whibh affected yqu, 

" . ^ ''''•'< ^ 'I 

Good Avera^gfe Pooi^ . 3. Showed an interest In you and .your job. 

Good Average Poor 4. C^i^seled wVth you as >needed regard.ing pi^oblem^s. 
< What did you like best about your job?_ 



Suggestions for impraving woj^king conditions: 



APPENDIX F 

Example of Form for Evaluating Training Station by TeAcher-Coorclinator 

TEACHER EVALUATION OF 
TRAINING STATION 



excellent 




satisfactory 


unsatisfactory 




1 , 


Location of training station in relation to campus. 


0 U 


c . 


r ^ 

DCy 1 III i I WO yf^; . ^ 


<^ II 




-nhc:prv;i 1 1 nn nf rhilfi Irihnr IflW^ 


0 U 


A 

*+ . 


Pa rt i r i t i nn in nrpnaration of student's trainino olan 


s - u 


5 


Employee morale , 


s u 


6. 


Equipment and facilities . 


s u 


7. 


Appropriateness of instruction. 


s ^ u 


8. 


^'ar.iety of learning ^;\periences. 


s u 


9. 


/ 

Cooperation with eodrdinator. 


s u 


10. 


Timely preparation of written student evaluation. 


s u 


11. 


Opportunity for advancement. 


s *u 


12. 


Opportunity for /ull-time employment. ^ - 



1 



^ 1 
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u > • ; APPENDIX F-1 

,Example of Checklist for Evaluating Stadent Training Station by Teacher-Coordinator 

» • i. • 

/" 

CHECKLIST FOR EVALUATING STUDENT TRAINING STATIONS 

Do you find that Jiie^station ' 

is located so that transportation to and from home and school is 

not too time-consuming Or costly. * 

has- satisfactory employee morale. 

has equipment'and facilities which' are adequate, reasonably modern 

^ and in good condition. 

provides a physical and moral environlnent which is safe and bene- 
ficial for the student. 

observes Federal and Slate laws' and employment regulations. 



Do you find that the training station "is willing to ' ^ 

^ provide instruction, not merely obfain part-time employees. 

provide a* wide variety of Ijearnin'g experiences, compatible with 

individual needs and capabilities. 

^; develop jointly with the coordinator a tr^'ning plan. 

work* close l>s^i th the student and the coordinator to* improve • 

^ instruction.^ 

_J make instructional mate/i'ctls available to the student and the^ 

\ coordinator. 

r 

designate supervisory personnel who will direct the student training 

•'competently and with enthusiasm. ^ ^' , 

confer periodically with the COE coordinator afid evaluate the student 

in writing. , . ' * . ' 

provide employment which meets or relates to career interest "of the 

student. • * • 

employ the student' for at least 15 hours per week for the entire school 

year and* establ isb a reasonable working schedule for the student. 

discuss opportunities for advancement and' full-time employment. 

provide a beginni^j>g v/age comparable to otfier part-time workers 

doing -.the same work. 

. ' : 16? 
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APPENDIX G 

Example of Form for Evaluation of the COE Pro-am by tlie Employer 
< EMPLOYER EVALUATION OF THE , ' . 
COOPERATIVE OFFICE EDUCATION PROGRAM ^ 



Date 



Training Station_ 



Yes No 1. Do yoa feel the classroom instruction was coordinated with the 

student's work experience? 
♦ ' . * 

Yes No 2. Was the coordinator's supervision of the working student adequate 

and helpful? ^ • 

Yes No 3. Do you feel the student's skills and abilities were appropriately 
considered in placing him/her at this training station? 

Yes No 4\ Did the coordinator analyze the job duties to determine appropriate 
classroom instruction? 

Yes No 5. Did the student have or develop appropriate work habits for the 
training station position? 

Yes -No 6. Was there a noticeable difference between the COE student and any 
other high school student who might be hired?* 

Yes No 7. Did the coordinator visit the trai^niag station often enough? 

ir"no," please explain^ J? 



Yes No 8. Did the coordinator visit the training station at appropriate times? 



, If "no," please explain_ 



Yes No 9. Do you think the Cooperative Office Education program should be 
continued? ^ i * 



Please make any comments or suggestions for the improvement of the COE progr 



am. 



J-13 - . 
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APPENDIX H 

Example of Form for Evaluation of the COE Program by Student 

STUDENT EVALUATION OF THE 
COOPERATIVE OFFICE EDUCATION PROGRAM* ' 



Date 



Yes No 1. Do you feel that you have benefited from' the classroom instruction 
you received in COE? * ' 

Y^s No 2. Do you feel that you ha.ve benefited from the work experience you 
received through your participation in COE? ^ - 

Yes No 3. Did your classroom instruction relate directly to your training 
station duties? 

Yes No 4. Would you recomnend the inclusion of any additional units in the 
classroom instruction phase of COE? 

If "yes," please explain [ ^ 



Yes . No 5. Would you recommend the exclusion of any units from the classroom 
instruction phase? 

« If "yes," please explain > • - . 



Yes No 6. . Do you have any suggestions to improve the order of the units pfre- 
> sented in the classroom instruction phase? 



If "yes," please, explain_ 

/ 



Ves No 7. Could the work experience phase be improved? 

If "yes," please explain 



T 



Yes No -8. Do you feel that your classroom and work experiences will help you 
as you si^ full-time employment? 

Yes No 9. * Do you feel that you have mi^re self-confidence as a result of your 
experiences in COE? 
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■ UNITS OF INSTRUCTION 

""^The following units are suggestecLtopics that might be included in 
the COE classroom instruction. The order in which the topics will be 
covered will vary depending upon the needs of the students and the business 
corrinunity. 

RECOMMENDED FOR ALL STUDENTS ' ' ' , ' . 

Orientation to COE , ' * ' ' - 

Telephone Techniques 

Word Processing Concepts and Hands-on Experience 
Human Relations Skills 
Securing a*r>d Keeping a Job 

RECOMMENDED FOR INDIVIDUALIZED INSTRUCTION 
Communication Skills. 
•Financial Records 
Business Math/Machines 
Typing Review , ' 
Shorthand Review- 
Office Procedures Review 
Specialized Office Problems 
. Insurdnc? Office ' ' ^ ' > , 

Legal Office 

Medical Office , , ' 
Banking 
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UNIT I 



COOPERATIVE OFFICE EDUCATION ORIENTATION' 



INTRODUCTION 



Cooperative Office Education is 'a vocational business, education- 
program for high school seniors who plan a career in ^'ecretarial work. 
This program is desi.gned to' affect the transition ftom student to 
employee through a combination of classroom instruction and actual 
experience in the laboratory of the business world. 

The students attend school in the morning and receive on-the-job 
training in ^n office during the afternoon. Each student-trainee receives 
three units of credit for the successful classroom and job performance 
and is under the supervision of the coordinator from the school as well 
as the job supervisor from the training station. 



COMPETENCIES 



1. 'Exhibit an understanding of the Cooperative Office Education 

program and an awareness of the responsibilities of each of 
the three parties involved in the COE program— coordinator, 
student, and employer. 

2. Exhibi^t a positive attitude for successful job performance. 

GENERAL PERFORMANCE QBJECTIVES/GOALS 



1. Exhibit an understanding of the facets of the COE program. 

Z. Demonstrate an unders'tanding of classroom and training station 
procedures. 

3. Exhibit desirable persona V growth. 

SPECIFIC PERFORMANCE OBJECTIVES AND MASTERY CRITERIA 

1. On a. written test^ students will be able to list at least 
three advantage^ of a COE program. 

,2. After reviewing the various items that are included in a COE 

student's personal file, students will be able to complete 

the file in class and maintain it throughout the school year 
with 100 percent accuracy. 



■ ■ \ 

After discussing the training station sponsor's role in class, 
students will be able to identify four major duties of the XOE 
training station sponsor, ^ 

SUGGESTED INTEREST APPROACHES 



1. Invite a former COE student to sfJeak on the advantages of being 
a COE student. 

2. Have an experienced secretary discuss advantages, disadvantages,, 
promote? ons> salaries, etc*^,, of secretaries and office workers ' . 
already working in the business world.. 

3. Invite a personnel director to speak on the- "D^os and Don^ts of 
an Interview." ' ^ 

4. Use various audio-visual materials to support orientation 
activities^ 



METHODOLOGY 



This unit has been designed to be a flexible method of orienting 
new COE students to Cooperative Off ice Education through the use of 
te.acher lectures, discussions, case-study groups, outside lecturers, film- 
strips, and guest speakers. THIS UNIT IS DESIGNED TO BE USED IN A 
SUMMER ORIENTATION SITUATION. 



UNIT OUTLINE 
COOPERATIVE OFFICE EDUCATION 



I. Objectives of COE Program * 

A. Definition a 

B. Coordinator's responsibilities 

C. Student's responsibilities 

. D. Emploj^er's responsibilities 
E. Evaluation * . 

1. Classroom ' ^ 

2. On-the-Job 

IL Personal Growth (See Human Relations Unit) 
III. Pre-employmeht (See Securing and Keeping a Job Unit) 
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SPECIf^IC PERFORMANCE OBJECTIVES AND LEARNING ACTIVITIES 



1. On a written test, students will be able to list at least three 
advantages of a COE program. 



Subject Mattfer Content 
Objectives of program 



Learning Activities 

1. Prepare bulletin board illus- 
trating components of COE 
program. 

2. Discuss in groups the responsi- 
bilities of the coordinator, ^ 
students, and employers. Groups 
will present a sumiary to the 
class. . V 

3. Prepare a self-evaluation. Write 
a plan for self-improvement, file 
it in personal folder to be 
reviewed at the end of the school 
year. , 



2. After reviewing the various items that are included in a COE stu- 
dent*s personal file, students will be able to complete the file in 
class and maintain it throughout the school, year with 100 percent 
accuracy, ' . . • 



Subject Matter Content 
Forms 



Learning Activities 

1. Discuss in groups the different 
types of forms. 

2. Complete form's for personal 
folder. 

3. View film on importance of 
personnel records. " * 

/ 
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3, After discussing the training station sponsor's role in class, 
students will be able to identify four major duties of the COE 
training station sponsor. 



Subject Matter Content 
Employer's responsibilities 



Learning Activities 

1. Discuss in small groups the ^ 
supervisor's responsibility to 
a student. Present summary to 
class,u>- 



2. Discuss fn small groups methods, 
of student evaluation that em- 
ployers will- use. Present 
information to class.. 

3. Role-play .common employee \)n-the- 
job infractions (Ex. excessive 
tardiness) and the employen's 
handling of such infractionk. 



7 
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EVALUATION AND TESTING 



Ways to Evaluate Pupil Growth 

* Unit test 

* Class evaluation 

* Class participation grade 



Students 



EQUIPMENT AND SUPPLIES 
Teacher - 



Typewriter 
Pen ^ 
Pencil ^ 
Notebook 

Bulletin Board Supplies 
Calculator 



Textbooks and Manuals 

Projector 

Screen 

Films 

Typewriter 

Bulletin Board Supplies 
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SUPPLEMENTARY MATERIALS 



Filmstrips with Cassettes 

First Jobs 

(9 filmstrips, 9 cassettes) 

Edtfcational Design, Inc. 

4/ W. 13th Street' . ^ 

Nfew YT5rk, NY" 10011 ' . * » 

Goofy Goes to Work - . 

(6 filmstrips, 6 passetjtes) . 
Walt Disney Educational Media Company 
2100 Riverside Drive -< 
^Burbank, CA 91506 

Just a Secretary 

(1 filmstrip, T^assette) ^ ^ 
Educational Activities, Inc. 
I . . Freeport, NY 11520 ^ . 

The Look Is Natural ' * . 

(1 filmstrip, 1 cassette) . 
Educattonal Activities, Inc. 
'Freeport, NY 11520 

The Secretary in a Changing Role • 
(4 filmstrips, 4 Cassettes) 
Educational Enrichrtient Materials 
(A Division of The New York Times ) 
157 Chambers Street ' . • ^ • 

New Yorl#, NY 10007 



Textbooks • ' 

Century 2M"ypewriting 

2ad edition . ' 

Soutl>-Western Publishing Company 
11310 Gemini Lanfe - 
' ' Dallas, TX 75229 



Transparencies . ^ . 

Personal Development Transparencies 

(10 sets, eacfv set containing 8 transparencies) 
South-Western Publishing Company 
11310 Gemini Lane 

Dallas, TX 75^29 ' . 



Miscellaneous ' , 

Outside lecturers are supplied from the local business community 
^ in .particular, current training station sponsors^ 

Question and ►Answer series on "Applying for a Job*' . 
Jerry Starr ; 
South Terrebonne Media Center 
• ' General Delivery • . • ^ 
Bourg, LA 70343 





RESOURCES • 



\ 



■"■Anting Resporvsi b1 v. " • Human Relations Lap 5 . -IDECC, Inc. The Ohio ... 
State University, 1981. 

<:anvell, Fred J. Human Relations in Business . London: /The MacmilT.an ^ . 

, Company, 197^^^ ', '- . / ■ 

. ■ -- ' ^ • ■ ( , . 

Chapman, Elwood N. Your Attitude Is Showingf ': California; Siience 

Research Associates, "Ind. , 1977. • . ' 

- ' ■ ^ ^ ■'■■■'•^^ 

Eggland, Steven k7, and John 1^. Williams. Human Relations in ^usiness . 

Cincinnati: South western Publishing Company^, 1977. * . •• > 

"Positive Attitude.*"' Human Relations LAPS 1, 5, 11 , JDECC, ;nc.. The 

Ohio State University, 1981. ' ► ' . 

Wo^chler, Irving R. . Is'sueg in Human -Relations Training . Wasf]iington: ^ 
National Training Laboratories, 1962. * * , , 



UNfT II ' ■ 
' TELEPHONE TECHNJQUES ^ 



■ ' . ^ ' ; INTRODUCTIQN • . _ - u 

In tod'^^s progr^esstve world, one of the most important means of 
•commurp'ga.ting In a business office is thg. telephone. Therefore, this 
unit "iv designed to provide tor the development of proper telephone 
techniques* ' . ^ 

Students wil'fplk^ to develop a telephone 

/personality that will \ an |^et to any business. 

COMPETENCIES ' ' 



Exhibit good telephone techniqu'^s.^ 



-2. Djsvel op skill' and understanding in' the use of • the telephone 
directory, spt^s^'aT services, ar>d equipment. 

^GENERAL f^RFORMANCE OBJECTIVES/GOALS 

1\ Recognize the importance of'^trie telephone In* business. 

* - I * ^ • , ^ « ' 41^ 

2' * Develop good tVlephone manners.- ^ 

3. Use telephone directory effectively, . ' 

4. Identify speciaT telephone services. " . 

5. 'Describe uses , of special equiprfient. ^ ^ 

, . SPECIFIC PERFORMAtilCE OBJECTIVES AND MASTERY CRITERIA 

' 1. On a written test, students' will be able to lis^t at leait five ^ 
reasons why the telephone is important in the business office. , 

2, In a, classroom discjission, students will be able^ to .contribute 
. at least one means of cultivating a. good telephone voice. 

3. ' After a,'classroom discussion, "students will .be given a list Qf d 
' . ten incoming proble||i -calls for which they.w^ll write an . ; 

acceptable method for handling ^aeh ca'll. ' 



4.* ^ On a performance test, students will be able to recof*d infor- 
mcition from incoming calls wijth 100 percent accuracy. 



On' a written test, students will be able to'givcg^ajt least five 
suggestions^ for insuring co,urtesy on the phone. - 

6. ^, On a writte^i test, students will be able td apply good l-anguage 

skills when using word* endings, adverbsr adjectives, commonly 
misuspd words, and spelling with at least 75 percent acOiracy. 

7. Given a list of 25 situations, students will.be able to locate- 
the phone*numbers in the telephone directory in 25 minutes with 
at least 75 percent accuracy. - - 

8. On a written test, using a long-distance rate table, students 
will be able to compute ^the cost of completing five telephone 
calls using station-fo-station, direct-dial, and person-to- 
person rates'-witji at least 75 percent accuracy.- 

9. Given a copy in cl'ass of the .long-distance callt made for the 
previous* month, students will be abje to prepare an analysis 
of the number of calls made to each number, the length &f each 
call, the total time for. all calls"made to the same number, 
and the toia^ cost of all calls made with a minimum of 90 per- 

^ cent accuracy. 

10, On a written test, students will be .able to^jdentify different 
types of outgoing telephone cell's with at least 75 percent 
' accuracy. ^ ' - - 

.1. ^Given a list of -twelve types .of telephone equipment, students 
will be able to define them on a written, test with at least 
75 percent accuracy. . . // 



^ . SUGGESTED INTEREST APPROACHES 

1. tSive a pre-test on the unitf;*tq determine students' awareness 
. of the value of good, telephone techniques. *^ ' . 

2.. .Invite a representative from local telephone- company/ the school 
speech department;^ ^and/or the school secretary to speak on the 
many aspects of telephone ^technique, -equipment, and service. 
. ^ ' - ' ' \^ . • ^' ' , 

3. Appoint a committee to write and perform a skit entitled 
"Telephone Tupuble" in which office employees do not cooperate 
^in answering^one another's telephone when one'^is away on break. 

4. Use muJti-media equipment— tape recorders, films, filmstrtps, 
etc. —to emphasize good telephone technique. .\- ' ^ 
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METHODOLOGY 



Throughout this unit telephone techniques, equipment and services 
are incorporated in such a manner a§ to increase the efficiency of the 
business officfc. In addition, content not covered b^^ stu<ients' activi- 
ties or guest ,parti£ipants'win be given in lecture Jform by the in- 
structor, ^ome of *he 'sources from which tffe"Tn5tdictor obtains lecture 
material are listed in the resource secticm of this unit. 



UNIT OUTLINE 
TELEPHONE TECHNIQUES ' ^ 



I. Importance of Telephone in Business 

A. Ilicrfease productivity ' 
'B. Promote humein relations 

II. Development of Good TeVephone Manners 

t- 

' .A. Voice 

B. Speech / 

C. Language skills — 

D. Calls received 

E. Calls made 

F. Message taking 

III. . Effective Use of Telephone Directory 

A. Alphabetic section 

B. Classified section 

C. Introductory section 

D. Consumer information ^ 

IV. Effective U^e of Special Services 

. A. Longrdistance calls 
B. Local cal Is ' ^ 

V. Types of Special Equipment^' 

' 'A. Switchboards 

b'. ^Special phones . ) 

A C. Automatic dialing telephonies 

D. New equipment 
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SPECIFIC* PERFORMANCE OBJECTIVES AND LEARNING ACTIVITIES 



On a written test, students will be able .to list at least five reasons 
why the telephone is important in the business office. 



Subject Matter Content 
Importance of telephone 



Learning Activities 

1, Rela^te personal experiences/X)f 
three calls which you have^made , 
^to business offices and evaluate 
(on the checklist) the person 
who answered the phone, 
(Appendix A) 

2, Compose and type an essay of 200 
to SOO'wov^ds on ways good tele- 
phone techniques can improve 
productivity in an office.' 

3, Complete the scrambled-words 
exercise on techniques, services, 
and equipment. (Appendix B) 

4, Type a list of money-saving 
telephone tips from introductory 
pages of telephone directory. . 

5- Listen to the experieaces' of a 
young college graduate. Discuss 
- in class. (Appendix C) 



2. In a classroom discussion, students wil'l be able to contribute at 
least one means of cultivating a good telephone voice.. 



. Subject ftetter Content 
Good telephone voice 



Learning Activities 

1, Divide into groups of two and say 
aloud* the list of numbers using 
correct pronunciation. (Appendix E) 

2, ^ Listen tQ five' different radio 

announcers and. make a list of ^ 
both good a'hd bad. points, of Ijheir 
voices and report to the class. 
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Good' telephone voice- 



■3. Draw a card from a group of 

sentence action cards and record 
on recorder. Listen and rate on 
a scale of one' to five (with one 
being the h*ig*hest) the qualities 
of good telephone voice. 
{Appendices F and G) 



3: After a classroom discussion, student^ will be given a list of ten 
incoming problem calls for which they will write an acceptable method 
for handling each call. ^ ' ^ 



Subject Matter Content 
Incoming calls 



Learning Activities 

1. Write a script for a situation 
in which a custoij[ir is calling 
to compjain that washing 
machine has been broken for three 
days and that a repair person 

^ has not responded. 

2. Divide into groups. of three and 
role play the situations in- 
volving calls. Evaluate each 
other on a scale of one to five 
(with one being the highest). 
(Appendix H) . 

I 

3. Relate a personal experience 
in which a prbblefn call has 
been handled. 



On a, performance test, stujients will be able to record information 
from incoming* calls with 100 percent accuracy. 



Subject Hatter Content 

Incoming calls--persons 
not at desks 



Learning Activities 

L, Write. Incoming messages on 
message forms. (Appendix I) . 

2. Listen to presentation by guest 
speaker on new equipment and 
technology of office telephone 
systems^ and be able to indicate 
the effects they will have, on 
tTe office. 
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Incoming cans--persons 
not at desks 



3, Listen to recorded media and . 
write the names which ar^ic- 
tated, (Appendix J) 



— 

5. On a written test, students will be able to give at least five 
suggestions for insuring ^courtesy on the phone. 



Subject Matter Content 
Telephone courtesy 



Learning Activities ^ 

!• Prepare ^a bulletin board illus- 
trating telephone courtesy. 

2, Listen to teacher-prepared tape 
on "First Impressions Do Count," 
and write a description of the 
person talking. Rate the voice 
. as to effectiveness— negative, 
positive, or neutral,- (Appendix K) 

3/ ^le play the situations in the 
guide for the teletrainer 
provided by the local telephone 
company, 

4, Divide into groups and come up 
with ideas for telephone courtesy 
and report findings to class. 
Compile one master list, ' 



6, On a written test, students wiTl be able to apply good language skills 
when using word endings, adverbs, adjectives, commonly ^misused words, 
' and spelling with at -least 75 percent accuracy. 

Subject Matter Content ' Learning Activities 

Language skills 1, Type twenty sentences using words 

" . < . from a list. of twenty misspelled 

words. (Appendix L)/ • 

2, Compose a one-page report on the 
^ ' importance of language skills in 

' a business office, ..." 

. , . 

3, ^Type correct answers in tHe blanks 
* ^ Language Skill Sheet, 

r"^- ^' ""CAp^ndix M) 



r ■ 



7. ^Given a list of 25 situations, students will be able to locate the 
phone numbers in the telephone directory \x\ 25 minutes with at 
least 75 percent accuracy- ^ 



Sub.iect Matter Content 
\ ^Telephone directory 



J Learning Joti^i ties 

1./* Index and jilphabetiz^ti list of 
25^name.s, (Appendix N) * 



2. 



'3. 



-Locate and type 15 important 
/numbers that you think should be 

kept in all off tee telephone 

reference files. 

Determine andrcompare the cost 
of each call on the list for 
both -direct dial and operator- 
assisted calls. (Appendix 0) 



On a written, test' using^ a long-distance rate table, stiidents will *be 
able to compute the cost of completing five telephone calls using 
station-to-station, di'rect-dial , and .perspn.-to^p^erson rates with at 
least 75 percent accuracy. 



Subject Matter Pontent 
Long-distance' calls- 



Learning Activities 



1. Show fiTjnstrip obtained from a 
]ocal phone company on hov* to 
place long^distancfe calls. 

r2. Determine the cost foV each 
station-to-station and direct- 
dial call list,ed- (Appendix P) 

* 3, Write in your Own words the ^ 
* method used for*i+ and 0+ 
dialljig. , • 



Given a copy in. class of tTie long-distance calls made /or the pre- 
"vidtis monthf students'wU'lf be'able to prepare an analysis of the 
number of calls-njade to each number, the length pf each call, the 
total time Vbr alV calls.. made .to the same number, and , the 'total 
'cost of .all calOi'made with. at least 90 'percent accuracy. 
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Subject Matter Content 
Long-distance calls 



Learning Activities > 

1. Check time-zone map in telephone 
directory to find out what time 
it will be In the cities on the 
list. (Appendix D) 

2. Type a list of directory assis- 
tance charges using introductory 
pages of a telephone directory. 

* 

3. Type a list of calls exempt from* 
directory assistance charges and 
explain why. (Small group 
activity) 



10. On a written test, students will be able to identify different types 
of outgoing telephone calls with at least 75 percent accuracy. 



Subject Matter Content 
Outgoing telephone (ialls 



Learning Activities 

1. Prepare a bulletin board* on the 

^ types of outgoing telephone calls. 

2. Write the words and record the 
message for a happy 25th anni- 
versary singing call . 

3. Complete the word-ffnd puzzle ustng 
the terms on the list provided. 

. lAppendix Q)' , ^ ^ 



11. Given a list of twelve types of telephone equipment, students wll be 
able. to define then^on a written test with at least 75 percent accuracy. 



Subj^ect Matter Content 
Telephone equipment 



9. 



Learning Actiyj ties' 

* 

1. Complete the word^-find puzzle 
• , after reviewing the equipment ^ 
- terms n (Reward the first one 
completed) (Appendix R) 

2.. Unscramble the words -In the , 
exercises on types of telephone 
equipment. '(Rfeward the first 
one completed) (Appendix S) 
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Telepfione equipment 3, Identify telephone equipment 

from pictures on overhead 
transparencies and give examples- 
of proper uses, 

' ' ^ . 4, Perform mock telephone situations 

uteing teletrainer and teacher's 
guide. (Have one group evaluate 
another group's performance,) 




•4. 



EVALUATION AND TESTING 



Ways to Evaluate Pupi^ Growth • 

*- Unit test - , i ^ 

*.^Class participation'grade 
' - * * 

* Student project grade 

* Rating sheet grade 



EQUIPMENT AND SUPPLIES 



Student 



Teacher 



Textbook 
Notebook 

Office Manual s 

Telephone Directory 

Rating Sheets 
' Instruction Sheets 

Checklists 
* Message Forms 

Typing Paper . 

Correction Tape 

Pen 

Pencil' 

Typewriter 

Calculator 



Textbook and Manual 
Telephone Directory 
Tapes, Blank 
Tapes, Recorded 
Bulletin Board Materials 
Construction Paper 
Transparencies • 
Transparency Pens 
Rating Sheets 

Films trip Projector/Films trips 

Overhead Projector 

Tape Recorder ^ ^ ^ 

Teletrainer 
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,^ ' ■ /APPENDIX A 
STUDENT EVALUATIOW CHECKLIST * 
TELEPHONE CALLS--PE|kSONAl EXPERIENCE' 



' EVER ordered merchandise orr the'phone,'. 

And the voice that answered macfe you moan? 
• OR called for an appointment with Dr. Ledoux, 

, And the voice that greeted you was pleasant and .hel pful , too? 
THEN PERSONAL EXPERIENCE ^as shown to you, 

WHAT GOOD TELEPHONE TECHNIQUES CAN. REALLY DO? ' • 

Directions : On the following checklis^t, evaluate three calls which you 
have made to business pffirces. RateVthe person answering 
the call on the following scale: 1, excellent;, 2, very good; 
3, good; 4, fair; and 5, poor. Complete the chart by 
totaling all three columns and 'filling in the sunimaryiat the 
bottom of the page. ^ \ . - 

PART* I- 



6 

RATE 'THE PERSON WHO ANSWERED 
YOUR CALL ON -THESE ITEMS " - 

♦ * 


- CALL NO.' 1 


CALL NO. 2 


CALL NO. 3 


J. USED WELL-MODULATEO VOICE' • 








2. USED GOOD SPEECH 

* ■ - 








3'. USED GOOD VOCABULARY " 


ft 






4. WAS COURTEOUS 




4 




5. ANSWERED PROMPTLY 








6. IDENTIFIED COMPANY. 








• ' TOTAL 




' T , ' ~ "* 


i—' 



PARt II"Summarize yoi/r general impression of the call that' received the 
highest number of points. 
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APPENDIX B 
TELEPHONE- TECHNIQUES TfRMINOLOGY 
SCRAMBLED (KABD^ELCM) WORDS 



Dfrections: Rearrange the letter^" of the scrambled words in the correct 
onder, and you will discover 15 telephone technique terms' 
which are used in this unit. When you have completed all the 
terms, you may check the correct answers at the bottom of 
this page. 



- 1. 


RYUCOVBALA . 


• ■ • 1. 


" 2. 


HOTEEENLP 


•; 2. 


• 3. 


GMSESSAE: • . 


3. 


4. 


•RDETYORCI 


4. 


5. 


TPALCIBHAEAL ' 


5, 


" 


HSIDABOWCTR 


6. 

♦ 


7. 


EOPSEKNAPHER 


7. 


8. 


BLIOME . . 


8. 


9.. 


LGDIANI 


9. 


1.0. 


FENCERCENO 


10, 


11; 


STQCEYRU 


11.'- 


12. 


CLETLOC 


12. 


13. 


PRARETOO " 


. 13. 


14-. 


NASTCEDI ■ 


14. 


15. • 


OIGUNOTD 


■ ' 15. 



6uLo6:^no -gx aou^SLp -i/i Jo;pjado '£i 
' :jD9LlOD 'Zl /fsavnob -xt ©ouauaiuoo • 'Ol BuUeip ^ \^ 
."^[Lqoui -g auoi|dja>|Pads 7, pueoqi^or^iMS -g* [POLt^aqie^dip 'g' 
l^/Cuoq.09a~Lp. rsafiBssaiii auoLjd9[a:^ /fjp[nqeooA 'i'- 



:sjaMsuv 



J 
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^ APPEND rX'C ^ 

EXPERIENCE . ^ 

Once upan a time (not too long agoy a college graduate received a 
diploma^and immediately began" looking for a teacbi^ng position. In eai:h 
ol: the application letters $en±, a resume* was always included.* 

One beautif.ul sunny day while, anxiously awaiting a reply from the 
letters^, the qraduate received word that there was frjob opening in one "of 
the'most desirable aod highest-paying parishes in our state. 'Rather than* 
take the time to send another Jitter, the graduate decided to call the 
principaTand ask for an interview. - / 

Upon calling, the graduate spoke to the secretary \jho; after talk- 
ing to the principal, suggested that ttte applicant come in the next day 
at^lOiOO^a.m. , ^ , : ^ \ * 

The next day dawned bright and-beautiful as he/she gathered Jiis/ 
her letter of application and resume and drove ten iniles to Jthe inter^ 
view. Of course, he/she was d^^^ssed properly and was not -chewing gum 
• or smoking. . ' - ^ ' ^ \ " - ^ ' 

' At the .school, th6 applicant ^was greeted by the secretary vyho. 
immediately took him/her. into the principal's office.^ ^ ' 

\ \ ' t ■ ■ ' " . ^ 

At the ehd of the^in]:elsview, the principal gave a* little gr^in and 
-said, "Th'ts' rs a tirst for m twenty years. I have a rule that, I have 
always fol lowed--never hire anyone until they've filled out an applica- 
tion form, and iSe/had sufficie/it time to study the letter of app.lica-, 
tion and resuine. ' Wh/ did 'I .do, it? - Because" my secretary was sb • 
impressed by your-*voice'and* pl.easant manner after speaking with^you on 
the' phline yesterday/' ' " • " 

•• * ^ ^ ^ , • 

The yo.ung applicant was /shocked and sjjrprised when t-he principal 
offered himTlier^this ^wonderful teaching posjtionl Of "course he/she 
accepted the- job^'and "^l^ved happily ever af t^frT ' ' \ 

Note: . ^ ' \ > . * ' ' ' . 

■ ' . We can't guarantee that the pleasant vaice \^ill always get you ^ • 
the job, but I think we can s^afely say^that >t,.will certainly help open 
th'a door. The rest, of ^course,, is always up to^you! ^ . 
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APPENDIX D 
TELEPHONE*DIRECTOf?Y"TIME-ZONE 



Directions: In an office it is important that you know about p1ap4ng 
calls to other cities before their offices close or after 
they open. This exercise .is designed to ^give yoLj practice.. 
. Use the introductory pages of the telephone directory to 
locate the map of the Uaited States which shows the time 
zones. In the proper space provided, on ..the chart, indicate 
the time the ca.n will reach its destination andj'f it will 
get there before the office closes. (Assume all offices 
^re open *from 9:00 a.m. until 5;00 p.m.) \ 



< 


YOU ;\RE MAKING THE 
CALL FROM .YOUR JOWN 


VOU ARE MAKING THE 
CALL TO 


• IT WILL REACH , 
• THAT TOWN AT.. 


, BEFORE ^ 
CLOSING 


■ ' AT.-..^ 

V 






YE$-N0 


^ . ' 1. 9:20 a.m.' 


Reno, NV 


4 


• 


7 /l-d"! n m 

C» • ^ . ^sJ U . Ill . 


Mnntnninprv A! 


* 


r 


, . 3. 1:10 p.m. 


• • 

Seattle, WA , \ 
, •> 






4.' .11:20 a.m. . " '• 


Raleigh,. NC 






5. 2:00 p.m. 


Miami , FL 

\. . 






6.- 10:00 a.m. 


San Francisco, CA 






• ' . 7. 12:37 p.m. 

's ..." 


Des Moines, TA 






8. 9:15 a.m. 


^ SaTem, OR . 


/ » 












• * 


• ■ -I S3 




k 
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APP£NDIX E .. 
•HOI?/ TO PRONOUNCE NUMBERS ; 

It is very important to enunciate numbers well v/hen, placing calls* 
Therefore, this exercise is designed, to help you learn to pronounce 
the numbers correctly-. 

Directions : ^' Find a partner and practice saying the numbers to each' 
, other. Time: Five minutes. ' 



NUMBERS 


SOUNDS TO USE 


THEN:. SAr 


0 


long 0 1 ' 


oh 


i 


strong w and n 


wun 

» 


o 
C 


S urony l aiiu i ujiy uu 


ton 


3 


stFong r ^d long ee 


th-^r-ee 


4 , 


long o'and strong r 


fo-er \ 


5 


first i long, Second i short,' 
-strong^ v 


fi-iv 


6 


stron s and ks 


siks 


7 


* 

strong s and v, welT-rounded 
en 


sev-en * 


8 


. long a and strong t. 


ate ' 


. 9 


strong n, .long i and well 7^ 
rounded en 


* 

ni-en 



«5- 



i 
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APPENDIX F 



SENTENCE ACTION CARDS 



Each of the "following examples 
and placed in a box. Studewts 
it to. themselves, and- record it 
play back' tape and evaluate eae 
prepare more of thesi cards if 



wilVbe'put on card stock (3 x S cards) 
will each draw oge card 'out of box, read 
on tape,^ Upon completion, students will 
h bther using Appendix G. (Teacher sh0uld 
needed.) 



SENTENCE ACTION CARD n ' 

"Good morning, Mrs, Mortimer'; • 

Is Dr.' James in t;oday? 

May I speak with him, please?"' 



SENTENCE ACTION CARD #2 

'"Thank you for calling, Mr. Jones, 
ril be sure to give Mr. Hartman> 
your message as -soon as he returrfs." 



SENTENCE ACTION CARD r3 . 

"Mr, OWens is no -longer. at this 
extension. He can be reached • 
'in the Accounting Department, 
Extension 631. Just a moment, 
please, and Til have the 
operator transfer your call," 



SENTENCE ACTION .CARD '#4 

It is very important when you use 
the p^ohe that you know what yoU 
want to say. Remember time is 
valuable in a business office. 



SENTENCE ACTION CARD ^5 

When taking messages on a' phone, 
be sure that you alwaysJiave^the 
proper supplies on hand^-inemo 
formss paper, and pens. Do not 
keep 'the caller on "hold" whiTe 
you \ook for supplies. 



SENTENCE ACTION CARD #6 \- ^ 

For long distance calls some businesses 
have a, "WATS" line. WATS, stands for 
Wide Area Telecommunications Service.* 
With WATS a ^business pays a f^-xed 
monthly -charge regardless of the 
number of cdlls made. 



■ SENTENCE ACTION CARD #7 

"I'm sorry, she's busy v/ith 
another customer. I called the 
service department,. "ajaQ they" 
said that your service contract 
expired on the last day 'of 
July," 



.SENTENCE ACTJON CARD #8 . 

What should a message contain?, It^ = 
should include the name and' phone 
.number (extension, if applicable^ of 
.the caller and some brief explSina- 
^tion as to the reason for the call. 



•SENTENCE ACTION CARD ^9 

How a receptionist answers a 
phone depends on the place of 
employment. 'In a large company,' 
employees answer calls by' 
giving their owf) name or by 
saying the name of the depart- 
ment and then their name. 



SENTENCE ACTION -SARD. #10 

A receptionist should. know how to 
prepare for and make a call; how to 
answer the phone; how to t^ake 
messages; how to -close a call; and 
how to handj^ the Tnessages, 



" . APPENDIXA" « • ' 

4 

SENTENCE ACTION' CARD^ RATING SHEET 



Directions ; Vrom the tape recording, rate students on scale of one 
to fiye (with pne being the highest). 



Name of Student 




met ' 


rroper 
Word 
Efflphasis 


rroper 
r Pace^ 

c 


u 1 5 1 inct ly 
Spoken 

a. 


rroper 
Tpne 


rroper 
Inflection . 




r 












• 






/ 




s 


• 




\ 










* 


J 

r 

t 






• 


■ 


1 








- — 


• 






































I," 
























































/' 




f 
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APPENDIX H 
INCOMING CALLS-ROLE PLAYING 
RATING SHEET 



' Directions : Evaluate each group on the following criteria: at^swered j 
prOTptly, identified self, was courteous, used good speech, 
used well -modulated voice, used good vocabulary. Use a 
scale of one to five with one being the highest. 





GRC 


UP 


1 

1 ✓ 


0 

C 


0 


A 


D 


> 
0 


7 


ANSWERED PROMPTLY 
















IDENTIFIED SELF 




• 












WAS COURTEOUS 










> 






> 

USED GOOD SPEECH 
















USED WELL-MODULATED 

VOICE ' / 
















U^ED GOOD VOCABULARY ^ 










/ 


/ 




TOTAL 










/ 
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APPENDIX I 
INCOMING MESSAGES-MESSAGE FORMS 



\ 



Directions: The following calls came in today J use current date) while 
the persons called were not at their desks* Use the 
information given below to fill out the message forms. 

CALL NO, 1— -Marcus Baker called Eugene Mclntyre at 10:05 a.m. asking 
for an interviev/for the, positjon pf secretary. He would 
^ ' like Mr. Mclntyre to call him before 5:00 p.m. today to let 
' \\m know about the' interview—pbqne 972-8413. 

CALL NO. 2-"June Evans called Jim Carlson at 9:45 a.m% She needs some 
advice on a problem. She wiil xall back at 11:15 a.m. as Ji 
,will be out of his office until that time. 

#• 

CALL NO. 3— -Mary Snyder, called to remind her husband, Larry, that they* 
would be having guests (Mr. and Mrs. Davis) for dinner* 
tonight and to be sure to pick up the flowers from the 
florist. Call came at 1 p.m. 



TO: 



From 
of 



Phone No. 



A MESSAGE FOR YOU' 



Telephoned 
Returned your call 
Please phone 



Ext. 



Will; call again 
Came to see you 



Want? to see you 



Taken by 



Date 



Time 
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APPENDIX I 
ANSWER- KEY 



CALL NO, 1 TO: 

'/ T 

From 

of 



Eugene Mclnt^re 



A MESSAGE FOR YOU 



Marcus Baker 



Phone No, 



972-8413. 



'X Telephoned 
• ' Returned your call 
X Please piione 



Interview for secretary 



Call before 5^*00 today 



Taken, by 



Ext. 



Will call again 
Came .to 'see you 
Wants, to see you 



Date V 



Time T 



19S 
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* APPENDIX I 
ANSWER KEY 



CALL NO. 2 TO: 



Jim Carlsor/' 



A MESSAGE FOR ,YOU 



From 
of 



June Evans 



Phone No. 



Ext. 



- y 

Telephoned 

Returned your call 

^, - Please phone ' 



J( Win can again 

\ Came to see^you 

Wants to 5ee you 



Can back at n:15 



Taken by 



Date 



Time 



ERLC 
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APPENDIX I 
ANSWER KEY 



CALL no'. 3 TOr L§rry Snyder 



A MESSAGE FOR YOU 



From 
of 



Mary Snyder 



Phone No. 
X " Telephoned 



Ext. 



Returned your call 
Please phone 



Win, call again 
Came to sae you 
Wants to see you • 



. Mr. and Mrs. Davis coming to dinner 


Pick up flowers 






• 






i 




Taken J>y * 




'7 





I 



V 
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APPENDIX J 
NAMBS-ORAL DICTATION (Spelling) 



Directions: Dictate the following nanjerg either orally or have on t^pe. 



. 1. Charles Culbertson 

2. * Henry Rodrique 

3. Sam Smith 

4. ' Dennis 'Yeager 

5. ^Denise Woodward 

6. Joe Griffith 

7. Mary Harrison 

8. Barry Neil^n 

9. Johnny Oltver 

10. KenneJ:h Powers 

11. Robert Glass 

12. Albert Snyder 

13. R. L. Gunther 

14. Amelia Perry 

15. - Jennifer Moxley 

16. Hil(^a Swenson 

17. Suzanne Turner 

18. David Parker ' 

19. 'Ellen Tompkins 

20. Mfchael Wilson \^ 
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APPENDIX K 



FII^^T^PRESSIONS DO COUNT 



Direotions : '7\s you listen to the voices on the tape, form a mental 
^ picture of what this/ person looks like, how he/she is 

dressed, etc. ^Thjgji write down your description of that 
person and rate the voice negative, positive, or neutral 



.VOICE NO, 1: 
Describe 



.RATE: 



VOICE NO, 2: 
.Describe 



NEGATIVE 



POSITIVE 



; NEUTRAL 




rate': 


NEGATIVE" 


, PaSITIVE 


NEUTRAL^' 


VOICE NO. 3: 




/ 


> • 


i 'Describe 


« 


* , 1 
























RATE:. 


NEGATIVE 


POSITIVE ~ 


NEUTRAL 




• * 
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APPENDIX L ^ • 

LANGUAGE. SiaiLS-MISSPELLED WORDS 



0 



Directions :^ The twentj^. words given below are misspelled. Spell each 
word correctly; then use it .in .a sentence. Watch spelli/ig 
and punctuation. Use^ typewriters a'nd dictionaries. 



L operater 

2. transfering 

3:. direct-di el calls 

4. alp^hebeti dally 

5. ' directei^ 

6. . j;erminateTng 

7. voip--4tvf;lfGtion 

8. acui^atej 

9. exten*tion 
10. unecessary 



11. automaticaly 

12. conferance ■ 

13. ' techiniques 

14. distinkly 

15. mobil phone 

16. ' nonimal 

.17. iftaintaneace 

'18. enuncation 

19. r^cepionist 

20. courtous 
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LANGUAGE SKILL SHEET 



Directions : For each of the followfng exercises, follow. the directions':' 

A. ADVERBS AND ADJECTIVES— Underl ine th'e correct ain^er. - ■ 

1. ^ The call from Califomia^ arrived (sooner, soonest) than we- ^ 

expected. - . , * • 

2. Can you dial- (fast, faster) oa the di^l 'phone than you can on 
the Touch-Tone telephone? 

3. r think this ^lephone is (better, best)-^ ' ^ 

4. Ginger learned to use the computer {most rapidly, rnore rapidly) 
'than anyone in th6 class. ^ • 

5. John listened (most carefully, carefully) to the oral instructions 
for placing a long-distance call. v . - 

B. MISUSED WORDS— Underline the correct answer. 

• « 

.1. The FBLA'ers were (all ready, already) to "leave for the district 

conference earW this morning.- . ' - ' • 

2. The parkage hacf (already, al] ready) arrived by the time I • 
.arrived '^t the post office. . . ' 

3. When the phone rang, SusTe -hurried (into, in to) the office to 
answer it. . 

4. Ple'pise (set, sit) the telephone directory on niy desk. 

5. Phond^rates. pire expected to (rise, raise) in the near future. 

C. JNG ENDINGS-Add'"ing" to the following "words. 

1. travel 1. • 



, 2. cancel ■ 2. 

3. proceed 3. * 

•4. convey ' • \ 4.' .' * ^ 

5. identify - ' 5-. 

6:, discorfflect 6. ^ 

. >' ^ . . . ^ 

7. expedite • 7. . 

< ' ^ ^ — . 

3. compute- ^ .'x- ^ • ' . 



- I 



2015. 



ERIC 



o ,.. y.;'^^»v'^lk-r' n-26 



APPENDIX N 



V INDEX AND ALPHABETIZE 



Directions : On 3 x' 5 slips of paper index the following 
then alphabetize them. 

1. Alfred A. Wheaton • • 

,2. Allen Bellzer^Jr. , 

3. Harbor SeafSod RestaOrant ^ , 

' 4. Daniel Lightfoot ' ' ' ' . 

5. Andrew R. Rulf , . 

6. Russell^>3. Caldwell 

7. Rhonda Carstairs 

8. Danny's Fried Chicken 

9. John. David Rate! iff. III 

10. Rupert Hopkins ^ 

11. Louis A. Jacobsen 

12. Frank D.Manngring 

13. Walter L. Lewis 

14. Joe'^s Boots an.d Work Clothes 

15. Sam's Firestone Safety Center 

16. ' "James Freeman, Sr. , , 

17. W. C. Felderman 

18. Virjgijiia Ann Valentine 

19. C K Enterprise ' ' 

20. ' L. N. Tanner 

21. Walter O'Keefe 

22. Beulah Ann Johnson 

23. L. R. Johns.ton 
24; Larry R. Jo'hnsen , . 
25. -Angela Nell Standsbury 
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ANSWER KEY ■ 
APPENDICES L, M,.AND N 



APPENDIX L 



1. 


operator • 


■■ 11. 


automatically 


2. 


transfeiring 


12.'- 


conference 


3.. 


direct-dial calls 


13. : 


techniques 


^ ■ 4. 


alphabetically 


14.. 


distinctly 


5. 


directory 


15. 


mobile phone 


6. 


terminating • 


16. 


nominal 


• 7. 


voitt^ inflection 


17. 


maintenance 


8. 


accurately 


18. 


enunciation 


9. 


extension 


19. 


receptionist 


• 10. 


unnecessary 


20.' 


courteous 



APPENDIX M 



A. r. 


sooner 


B. 1. 


all ready 


2. 


faster 


2. 


already . 


3. 


best 


3. 


into 


4. 


more rapidly 


, 4. 


set 


.5. 


carefully . ' 


5. 


rise- 


C.' 1. 


travelling or traveling 


5. 


identifying 


2. . 


c'ancelling or canceling 


-6. 


disconnecting 


3. 


proceeding . 


7. 


expediting..^ 


4. 


conveying 


8. 


• ^computing 



appendix'n 



L Bellzer, Allen 

2» C K Enterprise 

3. Caldwell., Russell J. ^ 

4» Carstairs; Rhonda 

5* Danny's Fried Chicken* 

6* Felderman, W» C: 

1. Freeman, James (Sr..) ^ 

8» Harbor Seafoo* Restai^rant 

•9» Hopkins, Rupert 

10* JaCobsen, Louis A* 

IK Joe's Boots and .Work 

GlQthes ' 

12/ Johnsen, 

13. Johnson, 



Larry R* 
Beulah Ann 



14. Johnston, L. R. 

15 • Lewis, Walter L-. 

16. Lightfoot, Daniel 

17\ Mannering, Frank D. 

18. O'Keefe, Walter 

19. ' Ratcliff, John David (III) 

20. Rulf, Andrew R. - 

21. Sam's Firestone Safety Center 

22. Standsbury, Angela Nell , 

23. Tanner, L. N. 

24. Valentine, Virginia Ann 

25. Wheaton, Alfred A. 
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APPENDIX 0 
.LONG-DISTANCE CALLS* 

Directions : Determine the cost of each of the calls. given below. Use 
~T ^ the table in the telephone -directoVy. 



FROM YOUR CITY TO: 


Day 


Length 
9f Time 


Time • 


Dial 
^ Di rect 


• OF 
Station 

to 
Station 


>ERATOR . - 
Person-to- 
Person 


Atlanta, GA 
50300 


Mon. 


5 


9 a.m. 








Chicago, IL 
60600 


Wed. 


5 


8 p.m. 


T 






Houston, TX 
77000 


^Fri. 




11:15 a.m. 








St. Louis, MO 
63100 


Sat. 


3 


6 p.m. 






-. 


Seattle, 'WA 
98100 


' 1 

Si*n. 


3 


8 a.m. 
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APPENDIX P 



LONG-DISTANCE CALLS 



Directions : A^l .the Calls below were made on Monday through Friday 
between the- hours of 'nine and'five for a per)iod of three 
minutes. Compute the cost of each call using information 
from telephone di rectory ♦ ^ 



FROM. YOUR CITY TO: 


\ STATION-TO-STATION 


. DIRECT-DIAL 


At! antic. City, 'NJ 08404 






Boston^ MA 02100 


1 o 


» 


Detroit, MI . 48200 ' 

\- • '- '■ — 






Philadelphia, PA 19100 ' 






Washington, DC 20000 
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. APPENDIX 
WORD-FIND PUZZLE . ' ' 



Directions- : Circle the list of- words in €he puzzle given bfrloV/. Word?, 
oan be found horizontally,- .vertically, or diagpnally. 

WORD 1 1 ST : Answering, automatic, bellboy^ call, card dialer, collect, 
cordlesi^courtesy, direct dial, identifying, incoming, 
key, manner, mobile phone,- operator, outgoing, PBX, -service, 
telephone-, Touch-A-Matic, time, .vocabulary, voice, WATS, 

* ■ yellow pAges, zone . ^ . 



£^A R D D I A L' E 0-PERATORYZO 
KE YAB YOBL'L^E BC DS s'e'L D. ROC 

sfdef-ig.thincomj'n.gicall - 

WJ K.LC-^DMONA-NS-WEJ^ I-ffGOPpR- 
ICST IEUUVW XMO.BILEPHO NE 
T o' Y ^ T N ' a' C B C D E^ E F G H S "l T I ME- 

cu'jkiatlhmn'ocppq-erstumv 
h r e w -m i x ,a y z i a b' b g c d e f g . a h ^ 
btn lofjm kdlm'xaopeqrsnt 
oeotty^u'avvwxp'yxabs'cdne 

ft . - 

A S H C U ^I F T 'g H I . W w ^A I S K S t E M' 
R y P E A. N N I ,0 P 0 Q R Z' 0 N E '.S T A R ^E 
D U E L" V G W C X I, Y o" U T. • G . 0 I N G G G Z 
ABLLC. D EFLVOCAB'ulARTHIJ 
KLEOMN, OEPQRS.TUVECIXRES 
WXTCY ZYABD-lRE CTDI, ALCDE 
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Appendix r 
word-find puzzle 



Directions : Circle the list of words in the puzzle given below. Words 
can. be found horizontally, vertically,, or diagonal ly, 

WORD LIST: central, classified, conference, card, credit, data-phone, 
equipment, exchange, eastern, information, local, mountain, 
overseas » Pacific, private, station-to-station, person-to- 
person, teletypewriter, cord 
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APPENDIX Q . ' ^ \ 

' ■ WORD-FIND PUZZLE ANSWER KEV 

• . * * 

Directions : Ci/cle the list of-words in the puzzle given below. Words 
can be found horizontally, vertically, or , diagonally, 

WOBD LIST :' Answering, automatic, bellboy, call, card dialer, collect, ^ 
cordless, courtesy, direct dial, identifying, incoming, 
key, manner, mobile phone, operator, outgoing, PBX,' service 
telephone, Touch-A-Matic, time, vocabulary, voice, WATS,^ - 
V yellow pages, zone 



(C A R D D I A L E r) x Co P E R A T 0 Z 0 

( k E A B 0 B L L E b) C D. (s S ' E L P R 0 cj 

FDEFfllGf?|H (incoming) I (c A L l) 

n CA, N S E R,I N G) 0 P Q R 

y W X CM 0 B I L E P H 0 N eJ 

I T I M E 
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■C 


P 
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L. 
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0 


I 






E F/L/V 0 C A B U L A 
0/~E/P Q R T U V (T C I 
Y/A; B ^D I R E C T D I A -L) C D E 
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• APPENDIX '8- ■-• 
WORD- FIND PUZZLE ANSWER KEY 



Directions : Circlethe 11^ of words. in the puzzje'giveri below. Words 
. ^ can be foundr horizontally, vertically, or diagonally. 

WORD LIST: central, classified, conference, card,' credit, data-phone," 
equipment, exchange, eastern, information, local, mountain^, 
• '• ^ overseas. Pacific, private,' station-to-stati-on, person-to- 
person i teletypewriter, cbrd 
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^ 'APPENDIX S"' ■ 

i 

SCRAMBLED WORDS 



Directions : Unscramble the^ words, find the hidden telephone terms, and. 
place 'in;the blank provided. 



1. 


TRIPELTEETERWY , 


1. 


2. 


AATD-ENOHP 


.2. 


3. 


MUCATTAOI 


3. 


4. 


HTCOU-OENT ' 


4. 


5. 


LALC RTEIDRCO 


5. 




flDFSrRl S 

L/ L/ L. «J \t/ r\ L. «^ f 




7. 


RDAC EADIRL 


7.' 


8. 


GIRFNRTASERN 


8.' 


9. 


YBLBELO 


9. 


10. 


MYSfES 


10. 


11. 


RTROAY I DAL 


11. 


12. 


LOHD YEK 


12. 


13. 


COUTH-A-CMITA 


13. 




'DL:ieuj-e-ijDno:i *£l /Ce>| p[oq' *zi 

Ue[eLp pueo sse[puoD *g u6jDeuLp n^o; '-g euo:^ ; 
qonoi DLiGuiojne •£ auoijd-e:iBp* ua:iuMad/CiaLai ' *! :suaMSu\/ 

** * » - ^ 
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SUPPLEMENTARY MATERIALS 



Casj^ttes 

Th^ Business of Oral Communication . ' ' 

E956.(20 audio cassettes) 

South-Western Publishing Company . ' * 

11310 Gemini Lane , ■ - / 

Dallas, TX 75229 ' • . ' 



Filmstrips 

Proper Telephone Techniques 

CWFS 105 (2 color filmstrijis, 1 cassette) 
Career Aids, Inc. 
8950 Lurline Avenue 
Dept. S8 

Chatsworth, CA 91311 . * - 

. Thank You>, Please Call y\gain , 
South Central Bell 
' Local Office 



Telephone Sommunications . * . . - 

ZR1183 (2 color filmstrips, 2 cassettes, reproduction masters) 
Prentice-Hall Media - ' . ' " 

ServCode ZR ' , * 

150 White Plains Road • . . 1 

Tarrytown , NY • 10591 - 



Slides, Transparencies,^ with .Cassette , , 

Telephone Techniques for- the Secretary " 

ML1351 C27 (35mni.) color slides, 12 transparencies, mt\\ 1 cassette) 
Career Aids, Inc. 
■ 8950 Lurline Avenue • . 

Dept. S8 ■ . 
\ Chatsworth, CA 91311 . • 



16. 



Film 



If. the Shoe Fits 

~ South Central Bell. 
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UNIT III 



^RD PROCESSING CONCEPTS AND HANDS-ON EXPERIENCE,^ 

INTRO^CTION • ' 



A' 



•With the ever-increasing growth in office technology, 1t is 
necessary that todajr/s students be prepared fqr the changes, they will 
encounter in the business world. This unit Is desi^ne^ to expose 
students to-word processing, records' management, reprographips, machine 
transcription, and the merger of^data processing and word <^pcessing. 

♦ . • ♦ 

Students will be given' activities thtet will enable them to 
demonstrate their knowledge and skills in all areas' of word processing. 



COMPETENCIES 



1. Exhibit understanding of word/process ing^'^conceptsc^fc:,^' 



2\ Describe the procedures involved 'in records management, 
^ ^\reprographics, and machine transcription. 

GENERAL PERFORMANCE OBJEClflMSALS 



1. 

•2. 
3. 

5. 



1. 





Use the various- fi'^ltng systems^ 



4 4^ 
Describ'le the reprographics alternatives* 

Recognize* microfilming procedures. 

Transcribd^ machine dictftion/ 



'iff 



Exhibit understanding of the merger of data arid word processing^ 



- . ..CI 

SPECIFIC PERFORMANCE OBJECTIVES AND MASTERY CRITERIA Mh^^^ 



Given a group \of documents in class, the Students will be sble^ 
to index, code\, cross-reference, sort, and store' the docunfefrtS'^'""^ 
alphabetically^ geographically, numerically, anci by subject' 
with at lea^t 75 percent accuracy. ' ' , < 

Given a list of filing equipment and supplies^ and alist of 
descriptions, tt|e students will be able to choose the descrip- 
ti'oo that best defines^ the equipment and supplies on a written 
test with at least 75 percent accuracy. . - ' 
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4^ 



2^. 



V 3. Giverr%|rl ist steps involved in a' charge-out system, the 

"^"^ . y studetts^will be able to put these items in correct order in 
"^h. clars^s'^with .at least 75 percert't accuracy. 



^ 4. Giv^n a list of terms and definitions relating, to micrographics 

] on a written test, the stu(%flifts will be able to. match them in 

/ with at leaM 75 perced^ accuracy. _ > ^ \ 

f*^ • 5.- Given a list of item? and the number- of copies to 'be reproduced, 

the students will be able "to select on a writtentest themost 
'§ , ■■ • appropriate method wfth ;at least 75'percept accuracy. 



6/ ^pn supplies ail|- twqi'iocuments in class, the students ^ill be 
atble to prepatre mdlters or stencils for duplication in acceptable 
form. (Prepatre for available-equipment— -mimeograph, fluid 
- duplicator, offset.) 

7. 'Given a prep#^ stencil and a prepared master, the students .^.^^^ 

will be able to reproduce in class 100 legible copies of t^ 
^ ^stencil and/or 25 legible copies. A checl^list will be used^ 
. for evaluation. *■ ' - ■ 



Given a mjmeogr"aph or spirit duplicating machine and necessapy "^'s^.-^i ' 
cleaning supplies, .the students Will be able to clean machine irTv.."/'. '-'J 
class and demonstrate adding fluid or ink witf> at least 75-per.oBnt •'V /'>' .'^ 
accuracy. ■ ■ , .. .. A-l^'^^fl 



9. Given one cassertte containing three items, tha students will be /^'".f i.*^ 
able to transcribe the 'items in a class period with at least ' ,':''^^''fyy'i 

7|^ercent accuracy. ,. ' . -"X^*." 

IP-, mp a classroom discusHon, the students will be able to .^)^glaii>,j^>.v/"^"'-i..^^^^^ 
- ^Mta processing, and -word processing and Jiow they have' merged .•^^^^r-tr 

SUGGESTED INTEREST APPROACHES 

*^ ^ 1, Invite^a representative from a local busine, 
. '^f processing equipment ^is used to talk with^si 
-ij;;'! ifnportance of word processing and 



/♦ • 2. Secure word p.rocessing equipment for 
\ tion and/or ^uqe. 



V 



*t. Visit a local businesjs using 
■'Students to yord processing 
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METHODOLOGY 

^This unit has beejv. designed to enable business .stgdents to function. 



in the changing office environment. Teacher -lecture will provide content 
not included in group activities. Textbooks will provide most of the 
information needed for classroom instruction. Hands-on experience will- 
t)'e provided through various activities.' ' - ^ 



UNIT OUTLINE 
WORD PROCESSING CONCEPTS AND HANDS-ON EXPERIENCE 



I. Word Processing 

A. Cycle 

B. Equipment 

C. Terminology 

II. Records Management . ' .;^"^•> 

^ ' . u ; 

A. ^ filing systems • . , ' 

1. alphabetic ' . - 

2. numeric ^ . 

3. geographic * ^ 

4. subject 

B. . Filing equipment ' . ■ ' ^ 

1. vertical ' ^ ' - 

2. lateral 

3. open-shelf 

4. coiTniercial 

5. other . - ' 

C. Filing s.uppligs 

1. folders 

2. guides 
* , 3.' .labels 

4; other \ • 

D. Records Control 

E. . Micrographics 

L definition 

2. types/ 

(a) roll film- 

(b) 'aperture cards 

{c) microfilm jackets * . ^ . . 

- ' (d) microfiche 

3. advantages 

4. disadvantages . ^ ' ^ - 
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nr. Reprographics 
A. * Definition 

— _ — — P r ocesses — ' ' — . — — - - — 

1. carboo , * 

2. copier 

3. fluid 
4^ stencil 
5. -offse^t . 

^ 6. new techniques ^ ^ 
, C. Machine use, operation, and maintenance 

IV, Machine Transcription 

A. Introduction to transcription 

1. equipment 

2. machine ope^ration 

B, Letter transcription ' ' 

V. Merging of Word P^rocessing and Data Processing 

A. Comparison / * " ' ' 

.B, Merger ^ « 

« 

SPECIFIC PERFORMANCE OBJECTIVES AND LEARNING ACTIVITIES ^ 



Given a group of documents in class, the students will be able to 
irrdex, code, cross^Kelerence, sor.t, and store the documents alpha- 
betically, geographically, numerically, and by subject with at least 
75 percent accuracy. \ • 



Subject-Matter Content 
Filing systems and rules 



. Learning Activities 

i. Write a paragraph describing a 

world without filing. ^ (Appendix A) 

• 2. Answer roll by stating your name 
in indexing order. ' \ • . 

3* Index, code, cross-re/eren'ce, sort, 
and store letters, from typing .and 
shorthand .classes. 

4. Prepare 3x5 cards^ for 'each of 50 
i%ms in proper indexing form and ' 
alphabetize. (Appendix B) 

5. .Complete filing practice set, except 
for jobs relating to charge-out. 
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2* Given a list of filing equipment, and supplies and a list of descrip- 
tions, the students will be able to choose the description that best 
defines the equipment and supplies on a written test with at least 
75 percent accuracy ♦ 



Subject Matter Content 

Filing equipment and 
supplies 



Learning Activities 

L Prepare a packet of filing 
supplies* 

2, Type labels and affix to folders 
using "Time and Motion" project. 
(Appendix C). 

3. Complete matching exercise of 
' 'equipment and siipplies. 

(Appendix D) 



3* Given a list of steps involved in a charge-out system, the students 
will be able to put these items in correct order in class with at 
least 75 percent accuracy,. ' ^ 



Subject Matter Content 
Records control 



Learning Activities 

•L 'Complete "On-the-Job Filing" 
project; (Appendix E) 

2. Complete charge-out job in 
filing practice set. 

-3. Prepare a report to be. presented 
prally on records management 
and control at you^r training 
station. , 



2. 



4. Given a list of terms and defiaitlons relating to rgicrographics on 
; a written test, the students will be able to match them with at least 
75 percent accuracy.^ ^ / 



Subject Matter. Content 
•Micrographics 



Learning Activities 

1. ^ Prepare a ,11 st of terrtis relating 

to. micrographics. j^'' 

2. Prepare a list of the advantaged' 
of micrographics. . 
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Micrographics . 3. Complete a notching exercise on 

micrographics. (Appendix, F) 



5. Given a list of items and the number of copies to be reproduced, the 
students wi1> be able to select on a written test the most appropriate 
method with at least 75 percent accuracy. 



Subject Matter Content 
^Reprographics processes 



Learning^ Activities 

1. Complete the matching exercise of 
terms relating to reprographics. 
(Appendix '6) / 

2. betermine whether the statement is, 
an advantage or disadvantage and 
to^vhich process each applies. 
(Appendix H) 

3. Choose the correct copyrng process 

. for .a given situation-; (Appendix I 



6. Given supplies and two documents in class, the students will be able 
to prepare masters or stencils for duplication in acceptable ^form, 
(Prepare for available equipment— mimeograph, fluid duplicator, 
offset.) 



Subject Matter Content 



Learning Activities 



Machine use, operation, 
and^ maintenance * 



1. View a film, on fluid duplication- 
(See supplementary materials. J 



2- View a film on preparing a stencil. 
(See stipplfementary materials.) 

X 

3. Participate in the "Tag Quiz" 
' contest. (Appendix J)* 



4,^. Prepare a newsletter about the 
courses offered in the business 
department on a stencil and/or 
master. 



5. 
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Prepare an announcement concerning 
the schooTs open house 'on a 
stencil and/or master. 
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Given a prepared steincil and a prepared master, the students will 
be able to reproduce in class 100 legible copies of the- stencil . 
and/or 25 legible copies of the master with at least 75 percent 
accuracy. A checklist will be used for evaluation. 



Subject Matter Content 
Machine operatiori 



Learnj ng . Acti vi-ti es 



1. View a filmstrip on operating 
the fluid dupljcator. • (See 
supplementary materials.) 

i 0 

2. • View a filmstrip on operating 

a mimeograph duplicator. (See 
supplementary materials.) 

3'. Prepare a bulletin board to show 
the steps in duplicating and to 
exhibit work. 

4. Use checklist provided for 
duplicating machine operation. 
(Appendices K, L,-M, H) 



GiA/en a^mnmeograph or spirit duplicating machine and nece§sary 
cleaning supplies, the students will be able to clean machine in 
class and demonstrate adding fluid or ink with at least 75 percent 
accuracy. - ' • . \ 



Subject Matter Content 
Machine maintenance 



Learning Activities . 

1. Report' orally on the care and 
cleaning of each type of repro- 
graphics equipment. 

2. List the supplies needed fon 
machine operation and cleaning. 

3. Demonstrate the proper cleaning 
techniques for each type of 
duplicating equipment according 
to standaras specified by 
manufacturer. 
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Given one cassette containing three items, the students will be able 
to transcribe the items in a 'class period with at least 75 percent 
accuracy. ' • 



Subject Matter Content 
Machine transcrip.tion 



Learning Activities 



1, 



4. 



View a film on machine transcrip- 
tion. (See supplementary 
materials. ) 

Survey the businesses in the 
community to determine which 
transcribers are mpst often used. 

Read the .accompanying instruction 
book for the transcriber and go 
through the steps for transcribing. 

Listen to "Office-style" dicta- 
tion from several principals to 
introduce' various technigues of 
dictation. * s 

Transcribe assighed cassettes, 
minicassettes, disc cartridge^, 
and/or magnetic belts in mailable 
form at the rate of at least ^ 
25 words a minute. : 



Edit a rough-draft transcript 
from a selected cassette, mini- 
cassette, magnetic disc, disc 
cartridge, apd/or magnetic belt 
and prepare a final copy. 



10. . In a classroom discussion, students will be able to explain data 
- processing and word processing and how they have merged. 



Subject Matter Content' 

Merger of y/ord processing 
and data processing 
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Learning Activities 

1. Construct a crossword puzzle with 
the terms associated with word 
processing and data processing. 

2. Prepare a list of jdb opportuni- 
ties for wora processing and data 
processing from your .local 
newspaper. 
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Merger of word processing 
and data processing 



3. Compile a- list of. career 

opportunities which have evolved 
from the merger of data processing 
and word prqcesslng. ^ , 



4. 



Outline an article published in 
a current magazine relating to 
word processing and/or data 
processing. 
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EVALUATION AND TESTING 



Ways to Evaluate Pupil Growth 

* Unit test' 

^ * Project grades 

* Rating Sheets 



•EQUIPMENT AND SUPPLIES 



Student 

Textbook 
Notebook 

Filing Practice Set 
• • Activity Sheets 
Rating Sheets 

Transcribing Equipment and Supplies 
Typewriter 
Typing Paper • ' 
Filing Supplies 



Teacher 

Textbook, and Manual 
Bulletin Board Supplies^ 
Rating Sheets , 
Practice Set and Manual 
Activity Sheets 
Transparencies 
■ Overhead Projector 
Duplicating Equipment, Supplies, and Manuals 
Tape Recorder and Japes 
Filmstrips and Projector 
Transcribing Equipment, Supplies, and Manual 
Office Supply Catalog 
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• •AP}?END.IX A. ' 

Suggested items that may , aid students in writing a paragraph describing 
a world without filing.' - ^ ." ■ 

1. No way to. organize- and find books in a library. . ' ' 

2. No system for organizing students* record^. : 

3. No table of contents fn books. ^ 

4. No system for inventory records in stores, 

5. No way to Ipcate nfedical records of patients. ^ 

6. No organization of .socicil security numbers. 

A 
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Directions 



4 ■ 

APPENDIX'S ' 

FILING EXERCISE 

f 



1. 

Z. 
3. 

4. 
5. 
6. 

■ 7. 

8. 

9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 

18. 
19. 
20. 

21. 

22. 

23. 

24. 

25. 
.26. 

27. 

28. 
•29. 

30. 

31.- 

32. 

33. 

34. 

35. 



On .3 X 5 cards, properly index" the following items and then place 
them in alphabetical order." - , 



Mr. 
Mr. 
Mr. 
Mr. 
Mr. 



John Allen, Jr. ■ " ■ 
M.- G. Baine . . . 
Mrs. Virginia Reese Baine 
(Mrs. Elmer Baine) 
Mr. Morris A. Brothers 
Mr. Lorenzo N. O'Arcy , 
Mr. Geo. S. De Vries, 
Atlanta x 
Mr. Richara Ensley 
George'E. Be Bout 
Chas. E. Anders-Clarke 
Morris Arnold Brothers 
Roy C. Baine 
Robert K. Ensley 
Brother Robt. L. Ensley 
Mr. John.E. Allen 
Rabbi Morris Bri)thers 
Chang Foo Ban ^ 
Mr. - Geoi S. De Vries, 
Boston 

Mr. James R. Bell , Oxford ■ 
Miss" Claire E. Anders 
Rev. James R. Bell , New 
Orleans 
Brother David. 
Mr. Rort D. Childe 
A. R-. Childers 
Mr. Charles Cirin, Jr. 
Mr. Oswald W. Craig-'Smythe • 
Mr. Charles Cirin, Sr. 
Pan-American Shipping Company 
Queen Ann Fabrics • 
R & A Leather Company ' 
Radio and Television Repairs 
R-U Insurance Agency 
Qu6en's Luster Ware- 
Sail -or-Motor Boats, Inc. 
Mrs. Lucille Ray Ruebro 
Sailors' Home-From*Home 



36. 
37. 
38'. 
39. 
40. 
41. 

42-. 

43. 



44. 

45. 

46. 
47. 

48. 

49. 



Mr. Steve ,Ruebr'o 
Sailor's Home 
The 1050 Restaurant 
Terre Haute Laundry 
Van Der Veer Toy Shop 
The Abingdon Daily News, 
Abingdon, NJ 

James Abingdon Elementary 
School 

Division of Social Administration 

State Dept.^of Public Welfare; 

Montgomery ,"*'A1 abama 

State Fisheries Agency, ' 

Juneau, Alaska • 

Parks and Playgrounds Dept., 

Alexandria, LA 

Merchants Bank, Shreveport, LA 
Merchants Bank, Monroe, LA, 
102 Smith Street • 
Merchants Bank, Monroe, LA; 
200 Smith Street ' 
Merchants Bank, Monroe, LA, 
344 Steel Street- 



50. U. S. Dept. of Agriculture 
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APPENDIX B ANSWER KEY 
FILING EXERCISE 



1. 


41 




27, 


25 


2. 


42 


- 


28. 


5_ 


3. 


43 




29. 


i6_ 


4. 


44 . 




30.' 


XL 


5. 


45 


■ 


31. 


7 


6. 


1 




32. 


12 












7. 


14 




33. 


13 


' 8. 


19 




34. 


47 


9. 


9 




35. 


48 


10. 


3A 




36. 


49' 


\\. 


2 




37. 


46 


12. 


11 




•38. 


27 


13. 


3_ 




39. 


28 


14. 


16 


• 

V 


40.. 


32' 


15. 


8 




41. 


29 


16. 


20 




42. 


31 


17. 


18 




43. 


30 


. 18. 


21 


• 


44. 


34 












19. 


15 




45. ■ 


36 


20. 


4_ 




46.' 


33. 


" 21 


If)' 


■ 


47 


37 


22. 


16A 




48. 


35 


- 23. 


22 




49. 


38* 


.24.' 


23 ' - 




50. 


39 


25, 


24 




51. 


50 


26. 


■26 


O 


52. 


40 
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Supplies: 



APPENDIX C 



TIME AND MOl^N STUDY 

Strip of 6 roll labels 
6 self-adhesive labels 
10 3x5 cards 



1. i^n a strip of roll Yabels,, type the following five folder titles 
and attach the labels\to tJ^e cards while being timed. 

^ Bridges, Alfred 

Covington'Building Supply 
Downeyville Boutique (The) 
' Evers, John, Lumber Compai|iy 
Lawrence (the) Barber 

2. On the self-adhesive labels, types^he\same five folder titles and 
attach the labels to the cards whi\^ bejng limed. 

3. Compare the times* 
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, APPENDIX p,_. _^-..;....,. \ W \ 
FILING/eQUII^MENT AUD SUPPLIES 



Match the following. 



1. Heavy cardboard sheets which are u?ed a. Vertical files 
■ when charging €ut papers from the • 

files. • b- Lateral files 

2. Looks. like a che?t of drawers and are .c. Shelf file/ 
frequenriy used as area dividers- • . . 

. . - d. Guides 

3. ' Provides a reminder of things a ; - 

secretary is to do or t;hings she e- Miscellaneous 

should call to her employer's fohiers 
at teat ion. ' ' 

f. Individual folders 

4. .Contains material for more than onfe 

person or firm. * g. Special folders 

5. Typical pull.-out- drawer file h. Labels 
cabinet. - - . . 

i . Out guides 

6. Cpntains material to or from one ^ • ^ 
person or firm.' J. Jickler^ file 

7. Gummed or adhesive strips orf which 

captions are typed or printed., . . 

8. ^ Contains materials relating to one. ^ ^ 

specific area. . ' . ' ' 

9. Papers are held in folders placed 

on "shelves in an upright position* » - ' 

10. Heavy. cardboard sheets whfch are ^ , 
the same size as the folders. 
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•APPENDIX D--' 



2: 
3. 
4. 
5. 



I 
B 
J 
E 




. 'ANSWER KEY 



^ F 

7. H 

8. G 

9. C 
^10. D 



* ■ 



APPENDIX F 



1.0 

2. 

3. 



C 
B 

F. 



4. A 
&. E 
6. D 



APPENDIX G 



1. 
2. 
3. 
4. 



E 
A 
C 
G 



5. 
6. 
7. 



B 
F 



APPENDIX I 



1. ' fluid 

2. carbo 

3. stenc 

4. fluid 

5. ■ stencil 




^ 1 stencil 

8. carbon 

. 9. offset 

10; offset 



r 
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APPENDIX E ; 
ON-THEr-JOB FILING 



Divide inty five groups. Each^group will be' assigned the following 
job titles: a supervisor, typist/ receptionist, and file clerk. Each 



group will be provided wi^h the following supplies: 2*^typewriters Or 
felt tip pens, 1 file drawer, 20 file folders, 2P plastic tabs, 20 labels 
file sorter, date stamp and pad, and 30 pieces of correspondence. Each 
^roup will set up an alphabetic filing system. * * 

The instructor will then distribute "^ive identical sets of corre- 
spondence to each receptionist. The incoming mail is date-stamped and 
given to the supervisor." "[Ijjf supervisor will re^d the mail and release 
it for filing. The clerk and typist will examine, code, and store the 
material. , * - -^'^ 

When all^groups have completed the task assigned, , the instructor 
will ask them to retrieve certain pieces of correspondence while being 
timed. Each group can then- rotate and locate correspondence using 
the filing system set^upT^ another group. - 
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APPENDIX F- 
MICROGRAPHICS 



Match the following. 



1. A 4 X 6 sheet of microfilm that 
can contain 98 business documents 

/ reduced 24 times, - 

2. Clear folder into which microfilm 
can be inserted. ; 

3. Makes it possible £o place infor- 
mation stored in a computer onto" 
microfilm. ' 

4. Process of photographically 
reducing information to some type 
of film. 

5. Oldest and most economical method 
of microfilming. 

.6. Card on which a strip or frame of 
microfi.lm is mounted. 



a. Micrographics 
b-. ' Microfilm jadkets 

c. 'Microfiche 

d. Aperture card 

e. Roll film 

f . COM • 
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APPENDIX G 



Match the following terms and definitions. 



I. A part of the graphic arts that 
is concerned, with duplication 
in the offic6- 



Z. Composition *by machines sucji as 
typewriters 'or other pho^ocom- 
posing machines. 



The' order of written material, 
pictures', .illustration^, and 
other art work on a page. 

The process of securing, copy, 
pictures, etc., to put. on s'heets. 
This Is tip'imming and positioning 
the copy and illustrations^, then 
affixifig by means of rubber 
cement, tape, or wax. 

The copy is typed directly on a 
master with a second sheet con- 
.tatning aniline dye which makes 
a reverse image on the back of 
the master. Copies are then made' 
J)y a spirit duplicating machine. 

This process uses a wax, coated 
tissue which is "stencilized" by 
.the typewriter to allow ink to 
.pass through the stencil and leave 
an ink inftige on the paper. . 

In this process, the master piqks 
up ink and puts the image^on a , 
second roller called a. blanket 
cylinder. The blanket cy finder 
contact's the paper and prbxiuces 
the printed copy. 



' A. Cold-type composition 

^ B: Fluid process 

C; Layout 

D. Mimeograph process 

E. ^ Office reprog 

F. Offset proces 
6. ^ Paste-up 
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APPENDIX H 



Mark whether the statement is an advantage or disadvantage and if a 
process is involved, indicate which process- • , , 



Example; Equipment costs range 
from $500 to $1,500. ' 

1. ' Stencils have only a limited 

production life of up to 
3,000 copies. 

2. The machine is rather simple 
in tts mechanics and maig- 
tenance costs are low. 

3. A finished copy can be . 
produced quickly. 

4. The process is recommended 
because- of the high-quality 
appearance of finished copy. 

5. Initial cost of equipment is 
higher than many reproduction 
methods. 

6. The glossy paper needed for 
dupli gating is less expen- 
sive" than many papers in- 
tended- for other ^rms of 

-> duplicating^ 

7. The- final copy is not as 
pr^ofessional in appearance 
as the offset.' 

8. The set-up and clean-up time 
can slow down production. 

'9. Only 500 copies can be pro- 
duced frorlithe finest 
quality maslers. 

10. The processes relating to 
preparing materials for the 
duplicator are not too time 
consuming to learn. 

11. Electronic scanners allow 
paste-up copy 'and pictures 
to be used. 

12. The equipment is clean and 
^sy to operate. 

13. Carbon deposits can be easily 
smeared wberi'iarrors are 
corrected, ' V 



• Adv. 


Dis- . 
adv. 


PROCESSES 


r 1 U 1 Q 


Mimeo- 
graph 


UTTScl 




■ X 




X ' 






1 












4 
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APPENDIX H CONT'INUED 



14. Direct sunlight wi.Tl fade a 

/ duplicated copy, 
15\^ Copies are of, a good quality 
and legible in a variety of 
ink colors- 
Copies are relatively 
inexpensive. 
Co^ or, reproduction is a 
simple procedure, 
7\n operator needs specific 
training on operation of 
equipment. 

Duplicator is good for jobs 
requiring runs as high, as 
10,000 copies. 



16 
17 
18 



19\ 



Adv. 


Dis- 
adv. 




PROCESSES 


Fluid 


Mimeo- 
graph 


Offset 








> 








o 












. 














m 
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APPENDIX H 
ANSWER KEY 



\ 



Mark whether* the statement is an advantage or disadvantage and if a 
process is involved, indicate -which process. 



2. 



Example: Equipment costs range 
from $500 to $1,500. 
Stencils have only a limited 
production' 1 ife of up ^o 
3,000 copies. ' 
The machine is rather sifnf31e 
in its mechanics and main- 
tenance costs are low. 
A finished copy can be 
produced quickly. 
The process is recommended 
because of the high-quality • 
appearance of finished Qopy. 
Initial cost of 'equipment is 
higher than many reproduction 
methods. 

The glossy paper needed for 
duplicating is less expen- 
sive than many papers in- 
tended for other forms of 
dupl icating. 

The final copy, is not as 
professional in appearance 
as the offset. 

The set-up and clean-up time 
can 'slow down production'. 
Only 500 copi-es can be pro- 
duced from the finest 
quality masters. 
The processes relating to 
preparing materials for the 
duplicator are not too time 
consuming to J«rfn. 
Electronic scanners allow 
paste-up copy and pictures 
to be used. 

The equipment is dean and 
easy to operate. ^ 
Carbon deposits can be easily 
smeared when errors are 
corrected. 



7. 

8. 
9. 

10. 

11. 

12. 
13. 



Adv. 


Dis- 
adv. 


PROCESSES • 


Fluid 


Mimeo- 
graph 


Offset 




X • 




X - 






X ' ■ 




X 




X 


> 








X 








X 


X 








X 




X - 


- 




X 


X 




X 


- 


- 




X 




X 






X 


-h — 




X 




Y 
A 


X 






X 








X 


X 






• X 




X 






X 






X 


X 


• 
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APPENDIX H CONTINUED 

« 

ANSWER KEY CONTINUED 



14. Direct sunlight will fade a 

duplicated copy, 
15- Copies are of a good quality 

and legible in a variety of 

ink colors. 

16. Copies are relatively 
inexpensive, 

17. Color reproduction is a 
simple procedure. 

18. An operator needs specific 
training on operation of 
equipment. 

19. Duplicator is good for jobs 
requiring runs as high as 
10,000 copies. 



I 








PROCESSES . 


Adv.. 


Dis- 
adv. 


r JUl a 


Mimeo- 
grapn 


UT 1 be L 




X 


X 






X 






X 




X 




X 






■ X 






X - 






X 






X . 


.X . 








X ■ 
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-APPENDIX I , . - ■ , 

REPROGRAPHICS AlrTERNATIVES . . ' * 

Decide the method of duplication (fluid, carbon> stencil, offset, copier) 
you would recoimiend. If more than one type of duplicator would be 
suitable^ indicate which one you think would be best. 

1. 'A form to be used one week in keeping track of time spent 

daily on a certain job. Sixty copies will be needed. 

2. The first draft of a four-page report to be sent to three 

executives for preliminary approval.^ 

3. A form letter about a new product to tie sent to 500 customers. 

Although the letters will not be^ personalized, the letters 
should look attractive. Company letterheads will be used. 

^ 4. ^ A rough map of the route to be followed by those going to th.e 

annual office picnic. *^ • , , 

^ 5. An announcement to be done in green and red for distribution ^ 

to 22 ejnpToyees concerning hours of work over the Christmas 
weekend. 

6. One copy of a letter received by your employer. He wants to 

keep the original and send a copy to the branch manager in 
New Orleans. , 

7. A sales bulletin concerning. a new product fdr distribution to 

7 branch managers and 50 sales representatives. 

J 8. A brief informal note enclosed with a letter^to Mr. Jackson 

asking the date ef .a 'forthcoming meeting. 

_,9. An illustrated two-color bulletin describing a new product 
to be sent to 6,000 customers. 

« 

_10. An advertising iQtter to be distributed to a select list of 
100 customers. Either personalized 'copies or individually 
typed fill-ins 'for inside addresses and salutations will be 
used. ' , ' , 
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APPENDIX J 



TAG QUIZ 

• . ' - - ■ ■■D- - ■ • 

y This type of quiz can -be used as a pretest, post-t^t. Or botli in 
conjunction with any unit in which the "students must learn the names of 
supplies and pieces of parts .of equipment needed "to do the job. 

^ Choose 15 to 25 articles of supplies and equipment and label each 
with a different numb^r. Place each, article in numerical order around 
the room. Each student prepares a numbered answer sheet *and steps in / 
front of one of the items. _ \ ' 

On signal from the teacher, the student's quickly write down the name 
of the item opposite its number on*the answer sheet. . The instructor 
should allow one to two mi-nutes before going on to the next item. Students 
move to the next item and repeat the procedure 

♦ 3 
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APPENDIX K 



fluid Duplicator 
Checklist 



Name 



Course 



Date' 



Preparation ^ 



Adjusts feed table 

Adjusts receiving tray properly 

iSelects proper paper 

Fans and jogs paper 

Positions paper properly 

Sets paper counter 

Checks fluid supply 



Machine Adjus-tments 



Attaches master properly 
Adjusts vertically 
Adjusts horizontally 
Adjusts impression 
Contro^ls fluid Supply 



Job Completion 



Turns off motor 
' Discards master properly- 
' Places cylinder in inactive position 
" Ihactiv^^^fluid control 
Inacti^tes pressure control 
Cleans/machin^ 
^overs^ cyl inder properly 
Cleans work ar 
. Conserves supp i 



NOTES 
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APPENDIX L 



Stencil Duplicator Name 
Checklist 



Course Date 



Preparation 



Adjusts feed .table properly ^ 
Adjusts receiving tray properly 
Selects proper paper 
Fans and jogs paper 
Positions paper properly 
Sets copy counter 
Checks ink supply 
Releases brake 



Machine A(jjustmehts 



Attaches stencil^ properly 
Adjusts vertically ■ 
Adjusts horizontally * 
Adjusts impression^ ^ • , . . 

Controls ink supply 

Adjusts speed control y ' 



Job Completion" 



Turns off motor 

Engages brake 

Discards stenorl^^operly 

Places cylinder in inactive position 

Cleans m^ichine ^ 

Covers cylinder properly . ^ 
Cleans work, area 
Conserves supplies 



NOTES 
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Offset Duplicator ^ Name 
Checklist 



Course Date 



Preparation 



Adjusts fee4 table properly 
Positions jogger 

Positions receiving ^tray properly 
Selects proper paper 
Fans and jogs paper 
Positions paper properly ^ 
Set^copy counter 
ChecKs ink supply 



m 

* Machine Adjustments 



Attaches master properly 
Adjusts vertically 
Adjusts horizontally 
Adjusts '.impression 
Adjtjsts inking 
Adjusts speed control . 



Job Completion. 



Discards master properly 
Shuts down machine properly 
Cleans machine* 
Cleans work area 
Conserves supplies 



NOTES 
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Name 



APPENDIX N . 
REBRCiGRAPHICS SELF-EVALUATION 
Course 



Date 



My appraisal of the attached work. (Check only those that apply.) 



Proofreading . . 

Corrections 

Following directions 

Neatness 

Placement 

Stroking 

Quality of duplication' 



EXCELLENT 


GO0D 


FAIR ■ 




V— — ^ 

1 




























\ 













I would be proud to submit this work to my empl^^y^U^. \es No 

My overall appraisal of this work: (Circle one) 

■ EXCELLENT GOOD .FAIR ' 

* * * * ** *•* * * * ** * * *, 

Grade that the teacher thinks this work should receive: ^ 



Comments, if any, are on the bottom of this- sheet. 
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SUPPLEMEfffARY MATERIALS 



Fllmstrips w/Cassettes 



Duplicating by the Spirit Method 
(16 minutes) T 
Bailey Films • 
6509 LeLongpre Avenue 
Hollywood, CA '90053 



How to Operate a Mimeograph Duplicator 
(20 minutes) 

Business- Education Films 
5113 16th Avenue 
Brooklyn, ^NY U204 ; 

The Magic of. Xerography * * . ^ 
(l2 minutes) 

Xerox Corporation * ^ 
P. 0. Box 1540 
Rochester, I^Y 14603 

The Mimeograph . 
' (35 minutes) 
. A. B. Dick Company 
Contact H-ocal Office 

Mimeographing Techniques 
(15 minutes) - 
Bailey Films ^ 
6509 LeLohgpre Avenue 
Hollywood, CA 90053 

New Duplifcatjpg. Techniques with Xerograpl^ 
T (17 minutes) > • ' ^' • ' \ 
. Xerox Corporation ^ ' 

P. 0. Box 1540 ^ 

Rochester, NY 14603 



. Alphabetic Filing. Procedures 

-South-Western Publishing Conlpauy 
11310 Geiftini Lane ' ' 

. Dallas, TX 75229-^ 



The Stencil 



(22 minutes) ^ 

A. . B. Dick Company 

Contact Local Office 




Practice Sets/S1mulaj:ions 



V 
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Alphabetic Indexing 

South-Western Publishing Company / 
11310 Gemini Lane ' *^ 

» Dallas, TX 75229" 

Gregg Quick Fj lint; Practice 
Gregg/McGraw Hill 
P. 0. Box 996 ; 
Norcro^.GA 30091 • 

- Mercury Systems, Inc. 

Gregg/McGraw Hill 
P, 0. Box 99& 
Norcross, GA 30091 

Office Filing Procedures ' ' . 

South-Western Publishing Company 
imo Gemini Lane 
Dallas, TX 75229. 

' The Word Processing Correspondence Secretary 
South-Western Publishing Company 
11310 Gemini Lane 
Dallas, TX 75229 - > , 



Textbooks 



Businessxf^ling and Records Control t . 
South-Western Publishing Comfwmy^ 
11310 Gemini Lane 
Dallas, TX 75229 ^ 

Office Systems and Careers 

^ ' Al lyn and Bacfon, Inc/ ' - 

470 Atlantic Avenue ' » . ! 
^ Boston, MA 02^10 . ^ ^ \j , 

Progressive Filing 

^ Gregg/McGraw Hill \ ^ " 

' ^ P. 0. Box 996 " " ' . "^"^ ; ^ 

Norcross, GA 30091 

Records Management: Controlling Bus.iness Information 
■ ■ Res ton Publishing Co., Inc. 
. Reston, VA," 22090 



Word Processing 

Prentice-Hall, Inc. 
Englewood GOjffi, NJ 07632 
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Word Processing: A Systems Approach to the Offjce 
Harcourt Brape Jovanovich, .Inc.' 
Atlanta, GA 30301 

♦ 

Word Processing Concepts ' \ 

South-Western Publishing Company 
USIO Gemini Lane 
Dallas, TX 75229 



Transparencies ' • • 

Copying and Dupl i eating ' ^ . , 

. (clerical Occupations - No. 7) ^ . ' ' * 

3M Company . ' 
^--^ " Visual Products Division 

1906 Beaumont Drive, . • 

Baton Rouge, LA 7O806 ' - * 

Gregg Filing Transparencies 
Gregg/McGraw Hill 
, P. 0. 6ox 996 > ^ 
Norcross, GA 30091. 

Office Machines, Functions 
^ 3M Company 

Visual Products Division . 

1906 Beaumont Drive s 

Ba'fon Rouge, LA 70806 • ^ ,7 
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RESOURCES . 



Atwood, nia W. Teaching Office Procedures Today, Portland: J. Weston 
Walch, Publisher, 1976. ' ' 

Bauer, Dennis E. "Rieprographics," National Business Education 
Association Yearbook, No. 18 (1980). 

Bergerud, Mirly an.d Jeisrn Gonzalez. Word/ Inf ormati on Processi ng Concepts- 
Careers, Technology, and Application . New York: John Wiley & Sons, 
Inc., 1981. 

Bergerud, Marly and Jean /aonzalez*. Word Processing Concepts and Careers , 
2d ed. New York: ^ohn Wiley & Sons, Inc., 197&. 

Cantalupi, John D. "A Newsletter," Balance Sheet . Volume LXI, Number 7 
(April, 1980). ' . _ 

Cecil, Paula B. Word Processing in the Modern Office , 2d ed. Menlo 
Park: The Benjamin/Cummings Publishing Company, Inc. , 1980. 

Enloe, Gertrude M. Competency-Based Curriculum for Articulated Programs 
in Office Occupations . Washington: U.S. Government Printing 
Office, 1976. 

Fries, Albert C, et aV. ' App |lied Secretarial Procedures , Seventh 
* Edition. New York: Mcferaw-Hill Book Company, 1974. 

NelsQn, Frank E. ^ "Clerix:al Office Procedures," Busin&ss Education 
Forum . March, 1974. 

Oelrich, Elizabeth S. "Understanding Reprographics," today's Secretary . 
October, 1980. 

Oliverio, Mary Ellen and William R. Pasewark. Secretarial Office 

^ Procedures . Cincinnati:* South-Western Publishing Company , 1977. 

Pasewark, William R. Duplicating Machine Processes , 2d ed.^ Cincinnati: 
South-Western Publishing Company, 1975. 

Rosen, Arnold and Rosemary Fielden. Word Processing . Englewood Cliffs:^ 
\prentice-Hall , Incorporated, 1977. • . ' 

Scharle, Judith A. "Six Myths About Filing," Business^^ducation' World . 
Volume 61, Number, 1 (September-October, 1980). ~ ' 

Stewart, Jeffrey R., Jr., et al . Office Procedures . New York: 
•McGraw-Hill Book Co/npany, 1980. 

.Stewart;, Jeffrey R., Jr. and Judith A. Scharle. Office Rep 
New Yorki McGraw-Hill Book Company, 1979. 



.111-33 



Er|c ' . \ 2iO 




UNIT IV 
HUMAN RELATIONS 

INTRODUCTION 



Rosemary T. Fruehling* states that human. relations is what every- 
day life is air about. In the everyday world, you relate to people at 
all times; you depend on people, and other people depend on you. This ^ 
Ohi^ was undertaken to pronide the student with tools to develop human 
relation skills. 

Students will be given the opportunity to develop good human 
relation skills through individual and group activities, checklists,*'and 
class discussion. y 

^COMPETENCIES 



1. Exhibit an awareness of oneself and others. v 

2, Apply time management,- leadership, and communication skills 
necessary for. effective human relations. - 



GENERAL PERFORMjJNCE' OBJECTIVES/fiOALS 

1. Demonstrate cin understanding of yourself, 

2. Demonstrate ability to relate to others. 

3. Apply effective techniques for a successful working relation- 
ship with supervisor. ^ 

4. Recognize the importance of communication to good human 
relations. • « ' 

, .5. Recognize different styles of leadership. . . 

6. ^Apply principles of /time management. 



* Fruehling, Rosemary T.^ Working At Human Relations , (New York: &regg 
Division, McGraw-Hill Book Company, -1977), p, 2. 
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. SPECIFIC PERFORMANCE OBJECTIVES AND MASTERY CRITERIA 

1. On written test, students will be able to define terms related 
to human, relations with at least 75 percent accuracy. . ' . 

2. Given a list of character traits, students will be able to define 
them on a. written tes't with at' least 7S percent accuracy* 

Given the necessary background information, students will be 
able to list on a test at least four basic human needs. 

* 4. Given a list of good health and grooming -practices, students 
will be able to rate their own health and grooming practices 
and explain the reasons for these ratings in class^ . ^ 

5. At the end of the unit, students will^be able to evaluate them- 
selves with a^hecklist on their ability to cooperate with 
others and to display an awareness of the needs. of others. 
Seventy-five percent of the items on the checklist must receive 
an average rating. 

6, After a class discussion, student' groups will be able to write 
scripts showing at least two communication problems and how * 
these problems affect human relations. 

4 

7: On a written test, students wiLl be able- to state at lea^t two 
causes of stress, 

8,. At the end of a class discussion, students will be able to Wst 
three prejudices that hinder good human relations. 

9, On a-4z ritten test, students will be able to list at least five 
types of discrimination^ 

10, During class, students will'be able to distinguish between a 
list of discriminatory and non-discriminatory behaviors with 
at least 75 percent accuracy. ' * 

11. Given a list of managerial behaviors on a written test, students 
will be able to match the behavior with the leadership style 
displayed with, at least 75 percent accuracy. ' . 

12/ On a, written test, students will be able to place job tasks in 
order of priority with at least 75 percent accuracy. 

13, In a class discussion, studepts will be able* to give acceptable 
ways to handle crises and pres,sure situations. ■ 
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SUGGESTED INTEREST APPROACHES 



' 1. Give a pretest to determine the students' knowledge of "human 
relations." . ■ 

2. Have a business manager speak on the importance of getting- .( 
along with others, . . ' 

3. Provide students with checklists arid assignment sheets on health 
. and grooming practices, getting along with others, discrimina- 
tion, and leadership skills. " • 



METHODOLOGY . 

This unit has been planned to include activities to. improve human 
relation skills. Teacher lecture will be used to present content 
material otjtained from. resources available. For effective presentation 
of this material, the student must be involved individually or in groups, 



UNIT OUTLINE 
HUMAN RELATIONS 



I. Personal Skills 



. A. , Internal 

1. Character traits 

2. ^ Human needs 
B. External 

1." General health 
.2. Grooming and cleanliness 

II. Job-Keeping Skills 

A. People i V 

1. Peers 

2. Employers 

3. Customers 

B. Communications , 
1. Oral 

1.. Written * 
3/ /Body language 
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111. Coping Skills 

A. -^ Stress 

B. Discrimination ' 

1. Discrimination problems 

2. Sexual harassment 

3. Legal aspects 

IV. Leadership Skills 

A. Styles ^ 

1. Authoritarian 
2* Democratic 

3. Laissez-faire 

B. Comparisons 
.1. Advantages 

2. Disadvantages 

V. Time-Management Principles 

A. Efficient use of time 

B. Crises 

C. Pressure situations 



SPECIFIC PERFORMANCE OBJECTIVES AND LEARNING ACTIVITIES 



1. On a written^test, siudents will be abl^ to define terms related to 
human relations with at least 75 percent accuracy. , 



Subject Matter Content 
Human relations 



Learning Activities 



1, 



2. 



Form groups and use a dictionary 
to define the following human 
relations terffts: * 

a. human relations 

p., communications 

c. cooperation - 

d. . needs . ^ 

e. self-image 
Present group definitions to 
class and come^up with one defi- 
nition for the class. 



Divide into groups ^nd compose 
a human relations problem^ 
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Human relations 



4. 



Solve a human relations problem- 
prepared by another ^roup (work in 
groups). Present solution to class. 

Write an essay .on the Importance 
of human relations in work 
situations. Present in class ^ 



Given a list of character traits, students will be ajifie to define 
them on a written test with at least 75 percent accuracy. 



Subject Matter Content 
Posi|:ive character traits 



Learning Activities 

1. Prepare a bulletin. board depicting 
positive character traits. 

2. Write sentences with the following 
character traits: 

a. taort 

b. loyalty 

c. compatability 
' d. poise 

e. congeniality > 

f. . cooperativeness . 
. g. .dependability 

Exchange papers and in small 
groups check the sentences. . 

3. ; Write a short paragraph explain- 

ing why an employee may be dis- 
missed because of poor character 
traits.. Discuss paragraphs in 
class. ^ 

4. Interview a personnel manager to 
determine the character traits 
most desired in an employee. 

. CompjTe a class list and post on 
bulletin board. 
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3. Given the necessary background information, students -will be able to 
^ list on a test at least four basic human needs. 



. Subject Matter Content 
B^sic human heeds 



Learning Activities 

1. Discuss the" basic human needs and 
construct a definition and exampl 
of each: Work Injsmall groups. 

2. Completethe Scrambled Words ' ; 
Exercise on basic human needs. 

- ^ (Appendix A)- 

3. Pick a need from slips of paper . 
in a hat and write a brief para- 
graph showing how you would be 
affected by the deprivatipn of 
one of the basic hirman needs. 
Discuss in class^ 



Given a list of good health and grooming practices, students wall be 
able-to rate their own health and ar.ooming practices and explains the 
reasons for these ratings in class! 



Subject 'Matter Content 

Health and grooming 
practices 



Learning Activities 

1. Evaluate yourself on health and 
groomi ng -practi ces. Checkl i st 
provided. -Identify^ weaknesses 
and present a plan iFor improve- 
ment. (Appendix B) 

2. List ways- poor health may impair 
your efficiency ^on the job.* Work 
in groups. . Preserft to cla^s for 

. discussion. . ' 



3. Prepare^a booklet depicting accept 
able work attire. Display in 
class. 
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At the end. of the unit, students .will be jible to evaluate themselves 
wfth a checklist on their aftility to cooperate with others and to 
, display an awareness of the needs gf others. Seventy-five percent 
' of the items on the checklist must feceive an average rating. 



Subject Matter Content * ^ ' Learning Activities ' - ' 

People 1 L Divide into groups and demonstrate 

a situation showing good human - 



relations and another showing 
poor human relations for each of 



the following relationships: ^ 

a . empl oyee—empl oyee 

b . empl oyer—empl oyee 
c^ cus tomer—empl oyee 

2. Suggest ways to get along with 
others— co-workers, employers, cus- 
tomers. Work in small groups. 
Present to class for discussion. 

3. Evaluate yo.ttrself on a checklist 
for getting along with otheVs, 
Share with another, to see if they 
agree, (Appendix C) 



6.. After a class discussion, student groups will be able to write scripts 
shov/ing at least two communication problems and how these problems 
affect human relations. 




Subject Matter Content . Learning Activities 



Commumcations ' 1. Identify barriers to communication- 

that contribute to poor human 
- * relations. -Work in small groups. 
Discuss these as .a class. ^ 

.2, Write a short report describing 
\ situations when poor human rela- 

tions resulted from ineffective 
communications. In groups, 
' change the situation to improve 
human relations and present td 
the class. 
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Communications '3. Analyze conversations, for good or 

poor human relations. In class, 
cite any communication problems 
' \: . observed. 

4. Obtain copies of letters and/or 
memos from local businesses and 
. ^ . / analyze them for clarity of message 

/' ' 5. Play charades to show. bow body 

■ " *. language 'Can be- used in 

communications. 

> ^ 6. - Write a script in groups, depict- 
^--^ r ing- at least t wo- communication s 



problems. Act out the script be- 
^ . fore the class. 



7. Or\ a written test, students will be able to state at least two causes 
of'vs tress. 



Subjedst Matter Content Learning Activities 

Stress \ 1. List factors which contribute to 



\ 



job stress. Compile into one list 
as a class. 



Identify the causes of stress in 
^ case stud.ies- distributed by the 

I ; teacher to small groups. Share 

. - your results with'the class. 



^ 3. Select at least one appropriate 

remedy. for each cause of stress 
identified in case studies. 
\ , Discuss these as a class. 



8. At the end^of a class discussion, students will be able to list three 
prejudices that hinder good human relations. 



Subject Matter Cojitent Learning Activities . . ^ 

Discrimination t 1, State your definition of prejudice 

and^compile a class definition. 
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Discrimination 



Cite* examples of discrijuination ^ 
that you might have encountered 
on the job. Present for class 
discussion. 

Describe how prejudices can hinder 
human relations. Work "in smart4/. 
groups. Report to the class.. 



9. On a written test, students will be able to li?t at. least five types 
of discrimination. 



Subject Matter Content 

Discrimination—legal 
aspects 



Learning Activities 

1. Write a report on recent laws 
affecting job discrimination. 
Present to the class.. 

2. Read Information concerning the 
Civil Rights Act of 1964. Report 
to the class the types of dis- 
crimination most affected by this 

jact: 

3. Discuss areas where you may be 
subject to discrimination and re- 
port to the class. 'Work in small J| 
groups. 

4. List St least two ways to over- ,^ 
come discrimination in the situ- 
ations from Activity 3 and pre- ^ 
sent to the c^Iass. 



lOr^ During class,— studervts-wi41~4)e-ab1e-4o-d-istinguish between a list 
of discriminatory and non-discriminatory behaviors with at least 
75 percent accuracy. 



Subject Matter Content 
Discrimination problems 



Learni ng^ Acti vi ti es 

1. Complete a worksheet showing 
examples of discriminatory and 
non-discriminatory behaviors* 
(Appendix D}\ " • 
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Discrin]i|nation problems 2', Research newspaper articles, 

periodicals, and books for di's- 
' * crifliination cases and^ report the 

results to the class.' 

^ 3. Indicate means of dealing with 

discrimination in a' positive man- 
ner in a- group discussion. 



1-1. Given a list of managerial behaviors on a written test,' students 
' Will be able .to match the behavior with the leadership style dis- 
played with at least 75 percent accuracy. ^ 



Subject Matter Content 
Leadership skills 



— q — 

Learning Acti vities 
J — 

It Identify the three main styles^ of 
leadership (management). Discuss 
the characteristics of each. 
Work in small groups. 

•2. Compare the advant/g^es and dis- 
advantages of each leadership 
style. 

3. Role play a sample business situ- 
ation In groups with a designated 
leader. Checklists will. be used 
by group members to rate the 
leader. (Appendix E) The leader 
must receive an overall average 
rating. Group members will identi 
fy the management style displayed. 



12, On a written test, students will be able to place job tasks in order 
of priority with at least 75 percent accuracy. 



Subject Matter Content Learning Activities 

Efficient use of time l/ Develop a schedule for completing 

job tasks in the most efficient 
manner. 
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• > 






• 

> 

« 


Efficient use of time 


2. Keep a record off Jime spent on • 
y / varipus actfvitrps for a.weak 

and list ways to make better use 
^- ; of time. ' .'t , * . 


0 




/ . 3. Analy?e'your*job,and lis^ tasks 

° ^ according to rush^ importan;t, and '* 
^ / ' routine. Present your list to 4 
- . 'the class- ' • . 


. Y ^ 


13* In a class discussion, students will be able to gfVe ^acceptable 
ways to handle crises ^nd, pressure situations.- 

* « * 









« 


Subject Matter Content 


Learnirig Activities 




Crises and. pressure • 
situations / ' * 


1. List ways to organize yourself 
in order to, avoid crises. Dis-* 
cuss in class. 


J 
• 

s 


< 

J' 

* ' • 

/ 

* 


2. Tal;rk with office workers to find 
> out now they handle pressure* 

• • s-ituations. Report' the results 
to, class. . 

3. Ob:tain suggestions from other* 
^; • workers^^'saving time and 

energy, in completing office tasks. 
Share the suggestions with the 
class. ^ * 






\ 

J 

» 














% ■ 




/• ■ 
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^ . , , . ' EVALUATION AND TESTING 

Ways to^ Evaluate Pupil Growth - " ^ , ' 
. Lin i-t test " ^' '^'^ 
' * Individual and group projects 

* Class participation grade ' ' 

* Checklists ' ' ^ 

< 

': EQUIPMENT AND SUPPLIES 



Studen;^ * 



Textbook 
Notebook 
Checklists 
Worksheets 
Case' Studies < 
Reference Books 
Pen/Ppncir ♦r 



Teacher 







<:. 



Textbook and ManuaT 
Bulletin Board Supplies 
CiiecTclists . - 
Works heists 



2Bi 
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appendix a - • 

^ 'scrambled words 

Listed below are several scrambled words, having to do with human needs, 

•See how many words can unscramble. Write in the blank provided* 

V 1 s r vu i a . ^ 

usyetrtc' ' \ ^ 

taecccpane ^ - 

tecsrpe 
ttleopani 

Ihreest ^ ^ * - 

mnaoi i dart / " 

fsle-treiaolniza - — 

tdmnnuegrsdia ' . ^ 



; ■ 



5uLpuB:^suapun ^uoLrjezLLPau-^tas *uol:jb^luipb ' *ua:i[aL|s 

* i;eL:}ua:^od *:^oadsau *90ueq,daooB ^K%unods '[PAi-Auns :suaMsu\f 
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APPENDIX B 



.HEALTfl ANDvGROOMiNG CHECKLIST 



Place a check in the column which best describes your health and grooming 
habits. If you check "-part of the time" or -^never," write a plan for 
Improvement. ' , * 



Do* you • • . 


Most of . 
the time 


Part of 
' the time 


Never 


!• Eat well-balanced meals? 








2. Get the required amount of 
sleep? 








3. Get enough physical 
exercise? 




♦ 

> 




4, Have an annual physical 
check-up? 








5,^ Go 16 t+ie denti-st on a . 
regular basis? 


\ 

V 


,# 


X 


6. Bathe or shower daily? , 






• 


7. Brush your teeth at 
least tvyice a day? 








8. Wash-your ha»ir on a^;' 
regular basis? ^ 


• 






9. ' Use deodorant daily? ' 




t 




t — — ■ — ^ 
10. Have a 'blemish-free 
complexion? 


« * T" 

« 

( 






" — ' ' 1 1 — 

U.^^^^^JJa^ your hair cut neatly 
y^or becomingly styled? 


* * 






12. Have* fresh breath? * 








ISpH- Manicure your nails 
regularly? 








14, Dress appropriately 
^ for work? 
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APPENDIX B CONTINUED y> 











Do you • • i ' ' 


Mpst^of - 
the time " 


Part.of 
the tfme 


Never 


15, Choose comfortable clothing? 






• 


16, Check your overall ^ 
appearance? ^ 


• - 




* 

• 


17, Choose becoming qlothes? 








Keep your clothes clean / 
and mended? 






— . . ■ ■ ■ 


— — .— , — 

19, Wear well-fitting shoes? 








20. Practite correct posture? 




/ 

4 




♦ • 

* i 

* 


* 

• 


* 

m 
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APPENDIX C . 
GETTING ALONG WITH OTHERS 



In an office, people' ifiust know how-to get ^long with others. As a self - 
test, rate yourself by checking the appropriate column. Write a plan 
for improvement.- (5 is the highest) 

° Rating 



) 







^ 5 • 4 


3 


2 1 


1. 


Cooperative 








2. 


Tactful 








3. 


Good natured. 


• 






4. 


Friendly 


' 9 y 




1 


* 5-. 


Courteous 








•6. 


Punctual 








7. 


Considerate 


''I - • 






8. 


Initiatill^e 


J — : 

V 


* 




9. 


Loyal • ■ 








10. 


^Organized 


r 






11. 


Efficient ' 




^ 






v.. 
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APPENDI55 ,C • - 

ANALYSIS ^ 

^ .C- ' • - 
31 to 55 points: You should be able to get along with others. 

15 to 30 points: You wiTl probably get along' with most pepple. try 
working toward more ^5" ratings* 

0 to 14 points: You will have trouble getting along with others • You 
, ' must attempt to display positive characteristics..^ 
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APPENDIX D 
•RECOGNIZING DISCRIMINATION 



Analyze the following situations and decide whether each is discriminatory 
or norirdiscriminatory. If the situation is discriminatory, identify the 
typ^ of discrimination and give reasons why you feel the situation is 
discriminatory. Write your answers on a separate sheet, of paper. 

1. The boss i^pcides to hire a female for the job because her salary 
expectations are probably lower than a male*s. , 

2, An employee, who has been with the company for 30 years is passed 
over for a promotion because it is felt. that he/she is too old to 
leaVn a new job. 



3. A woman with qualifications equal to a prospective male employee is 
not hired because the boss feels she may take more time off due to 
her responsibilities as a mother. 

4. Two teenagers are hired for summer work. The black teen is assigned 
to the maintenance department. The white student will be working in 
the manager's office. ' 

5. The company has a policy of not hiring anyone under age 18. This 
was brought about by bad e^:periences v/ith part-time student help. 

6. Only Catholics are hired as teachers or staff members in Catholic 
^^^^ schools. 

7. Male employees are required to wear a coat and tie. There is no 
specified dress code for females. 

8\ A company keeps three inefficient workers but fires a handicapped 
worker whose job record is not worse than the other three. 

9. A new employee spoke with an Italian accent. The supervisor was 
extra. -careful to use small words and speak distinctly when giving^ 
instructions to this new employee. 

* • 

10. Three members of tbe typing pool were Aip for the job of receptionist- 
two females and one^male. The executives decided to promote either 
one of the "girTs" without looking at their qualifications. They 
. felt a girl would "brighten up" the front office. 
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APPENDIX E 
CHECKLIST OF LEADERSHIP SKILLS 



Use the following checklist to rate your group leader on quality of 
leadership skills displayed, . ^* 



• 


never 

' 1 


seVdom 
2 


sometimes 
3 


'often 
4 


always 
5. 


Ability to deleaate 












Accent*; <;uaae<; tions 




• 








ChalTencriTto ^ - 












Fair < 








> 




rjivp*; pnrnuraapmpnt 












Mbti vates 












Organized 












Praises 












Self-contident 












Sincerely interested in others 












Tactful 












Thinks independently 












Enthusiastic 












Knowledgeable -r--.^ ^ - 













Leadership style displayed: , 

/, ■ ■ ' 

Overall rating of/^eader: 
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Activity Packs^ 



SUPPLEMENTARY MATERIALS 

^ )■ 



Activities for Exploring Values 
i 01-7447-B5 (50 photocopy masters ) 
. 03-7447-B5 (50 spiri t masters ) 

J. Weston Walch, Publisher 

Box 658 

Portland, ME -04104-0558 

listening Skills 

09-1916-B5 (12 spirit masters) 
J. Weston Walch, Publisher 
Box 658 
- Portland, ME 04104-0658 



Office Practice Activities 

03-24180B5 (50 spirit masters) 
J. Weston Walch, Publisher 
'Box 658 

Portland, ME 04104-0658 

Teacher Ai.ds for Office Practice Classes 
03-2420-B5 (50 spirit masters) 
J. Weston Walch, Publisher 
Box 658 

Portland, ME 04104-0658 



Cassettes 
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The Business of Oral Communication 

E956 (20 Audio Cassettes, Modules 1, 2, and 3) 
South-Western Publishing Company 
11310 Gemini Lane 
Dallas, TX 75229 

Case-Study Cassette Library: Career Core Competencies 
87780-7 (21 audio cassettes)- ' ] ~ 
Gregg McGraw-Hill Book Company 

0. Box 996 • . • • 

Norcross, GA 30091 

Gregg Secretarial Training Recordings, S^t 1 ' , 
. 87775-0 (6 -cassettes) " 

Gregg McGraw-Hill Book Company 
. P. 0."Box 996 

Norcross, GA 30091 

' ■ IV-20 



Casjsettes cbntinued 



On the Job 



K?KK 0902 (20 cassettes, 24 student record books) 
Educational Audio Visual, Inc. 
Pleasantville, NY 10570 



Films trips with Cassettes 



Becoming an AduU: A Disney Family Studies Series 

63-8085CA (5 filmstrips, 5 cassettes-, 5 spirit masters) 
Walt Disney Educational Media Company 
500 South Buena Vista Street — > '.^ 

Burbank, CA 91521 

Job Attitudes and Habits 

KIKF 4405 (5 filmstrips, 5 cassettes) 
Educational Audio Visual , -Inc. ■ \ 

Pleasantville, NY 10570 



Dramatizations for Business Classes 
01-2006-B5 '■ ^ 
J. Weston Walch, Publisher 
Box 658 

Portland, Mr 04104-0658 

■ riuman Relations in Business 
G18 

South-Western Publishing Company - 
11310-65niini Lane 
Pallas, TX 75229 

Modern Ms. • ' 

Second edition 

69663-2 (tfext-workbook) 

Gregg Mc&raw-Hill Book Company 

P. 0. Box 996 . 

Norcross, GA '30091 




'Textbooks 



/ 



Office Etiquette 
~ 01-2036-B5 

J. Wes.ton Walch, Publisher 

Box 658 

Portland, ME 04104-0658' 



Textbooks continued 

Personal PsydChplogy for Life and Work 
03592-X (text-workbook) 
Gregg MaGraw-Hill Book Company 
P. 0. Box 996 
Norcross, GA 30091 



Transparencies 



4- 
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Personal Development Transparency-Series 
K401 (80 transparencies)' 
South-Westerri Publishing Cpmpany. 
11310 Gemini Lane • ' 

Dallas, TX 75229 

Transparencies for the Basic and Social SKil-ls, Vol. 1: Communica- 
tions if] Marketing" • 
86471-3 '-r 

Gregg McGraw-Hill Book Company. ' , • • 

, P. 0. Box 996 . '• . 

Norcross, GA 30091 . . . 



Transparencies for the BasV and Social Skills, Vol. 3: Psychology 
and Human -Relations inNjarketi ng ^ "^^^^ 
86473-X V ' 



Gregg McGraw-HiAll Book Company 
P. 0. Box 996 
Norcross, GA 30091' 
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' ■ ^ RESOURCES 

■ •• „ '> ' ' ' ' 

Egglandl Steven A. and 'John W. Williams. Human Relati ons at Hork 
n2fid ed. Cincinnati: South-Western Publishing Company, 1981. 

Fruehling, Rosemary T. and Edwin L. Herr. Working at Human Relations. ^ 
NeWfYork: McGrawrKill Boolt Company, 1977. 

■ '- \ ' • ' • *' 

George, Claude ^S., Jr.- Stipervisioa in Action: The Art of Managing 
Others. Res ton Publistiing Cdmpany, Inc., 1979. 

; <— f i 

. Group -Instruction" for Cooperative Programs . State Department of Voca- 
' tional and Technical Edjjcati on, Stillwater, Oklahoma, 1978. 

Hanna, J. Marshall, >et aV. Secretarial Procedures and Administration . 
Cincinnati: South-Western Publishing Company, 1978. ^ 

Hiserodt, Donald D. Psychology and Human Relations in -Marketing . New 
York: McGraw-Hill Book Company, 1969. 

Meehan, James R. , et al . Secretarial Office Procedures . Cincinnati: 
South-West;ern Publishing Company, 1972. 

Russon, Allien R. and Harold R. Wallace. Personality Development for 
Work . Cincinnati: South-Western Publishing Company, 1981. 

Steinmetz, Lav/rence L. Human Relations: People and Work . New York: 
■ Harpe? & Row, Publishers, 1979. ' <^ 

Stewart, Jeffrey R., Jr., et 51. Office Procedures . New York: McGraw 
Hill Book Company, 1980. 

Williams-, J.. Clifton. Human Behavior in Organizations . Cincinnati:' 
South-Western Publishing Company, 1978. • 

Williams, John W. and Steven A. Eggland. Communicating at Work . 
. Cincinnati: .South-Western, Publishing Company, 1979. 
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UNIT V , , 

SECURING AND fepiNG A JOB 



INTRODUCTION 



■ 4 

y In the competitive job market, it is necessary that a prospective 
employee develop skills needed for employment now and in the future. 
This unit allows students the opportunity to develop those skills. 



COMPETENCIES 



ERIC 



1. Prepare for career .opportunities . 

2. Develop good' grooming habits. 



GENERAL PERFORMANCE OBJECTIVES/GOALS 

1. Research available job opportOnities. ^^^^^ 

2. Prepare for employment^ 

3. Exhibit desirable dress and grooming characteristics. 

L ^ 

4. Perform follow-up procedures. ' • < 

SPECIFIC PERFORMANCE OBJECTIVES AND MA^RY CRITERIA' ' 



1. In a classroom discussion, students will be able to identify 
the sources for employment with at least 75 percent .accurauGyr 

2. Giveii the necessary informaticfn^ students will be^ble to 
compose and type in class a* letter of applicatfoh and a personal 
data .sheet with 100 'percent accuracy. \^ 

3. On a written test, students will be able to complete the 
necessary employment forms with 100 percent accuracy. 

4. Given several fl lustrations, s^tudents will be able to select 
those appropriately dressed for the office with 100 percent- 
accuracy. ^ ^ . 



V^l 



A. 




" ^5. In a classroom discussion, .students will be able to identify ' 
effective interview techniques with at lisast 75 •percent accuracy. 

6. In a classroom discussion, students will* be able to e:;cplain 
proper jab follow-up procedures with at leas^t 75 percent 
— accuracy. -* ^ 



SUGGESTED INTEREST APPROACHES 



1. Bring classified ads from the newspaper for discussion of 

job qualifications* and opportunT^tres for employment.' . ' ir 

. 2/ Prepare a bulletin board displaying appropriate dress and 
grooming techniques. 

3. Invite a local personnel director to discuss techniques for 
securing and keeping a job. 

METHODOLOGY - s 



lis unit has been designed to introduce students^^to those skills ■ 
necessa»\for securing and keeping a job. Teacher lecture -and classroom 
discussior^will be used to present the unit content. Students will com- 
plete forms necessary for employment. 



UNIT" OUTLINE 
. ' SECURING ANDr KEEPING A JOB 

I. Research of Job Market** 

A. Job Opportuni.ties 

1. |mp]oyment^ agencies 

2. Classified" ads / . • 

3. Direct inquiry ^ - ^ ^ ^ - ' 
4-. Miscellaneous - * ^ i^ 
Job Qualifications ^ \ 

. ' • ' ' ' --^ * 

II. LetteV of Appl.icajion/Pata Sheet ^ ^ ^ ^ * 




A. Styles 

B, Content 

I IK Employlnent Forms. 



A. Application - • 274 

B. W-4 - ^ ■ 



' IV. Fers(K}al Appearance and Grooming 

A. ^Appropriate clothing • '* 
Business standards* <)f grooming 

V% Interview - 

. A. Procedures* * ^ 

B, Materials needed 

VI. ^olIowUp ■ ' . 

. A. Evaluation of job offe:r 

B.' Telephoii^ calj/letter ' - ^ ^ - - . 

SPECIFIC PERFORMANCE OBJECTIVES AMD LEARNING ACTIVITIES 



1. In a i^ssroom dtscyssion, sl^udents* wil I be able to identify the 
^ s'ourcesv-for emptoyme?!* with at least 75 percent accuracy. 



Subject Matter Contgrr^" 
Jo.b researell 



V 



Learning Activities 



1. Gorntact^a*local employment agency, 
and rep6rt to. the class tfije. pro- 
cedures involved in obtaining a 
job through that agency* 

2. list the'skills you possess which 
. will help you qualify, for an .. 

5^offiC6 pos/ition. 

3. Compilje a list from the classi- 
fied ads of ,those^job oppor- 

, tunities 'for which you are now 
. ^ qualified and ^ those which require 
, addition8ii, trainwg using the 
informatfon from' Activity 2. 



4. 



Contact \the sthool placement- . 
pf f ice/counSel or f or^a^^aa Tab! er 
"job opportunities ^Snd corrip'^Te 
a.lfst for classrcSrom •dist:ussion... 



5.^ -^^/ter class discussion, • fist tha-.; 
sources available fot .ob^^inin'g v. 
a jofc- 



Job research 



Research and prepare a report to* 
be presented orally on an occupa- 
tion that best fits your interests, 
ab^ilities, skills, values, 'life- 
style, and pth.er personal goals. ' 
(Appendix A) 



2. Givea the necessary information, studen»ts'will be able to compose* 
and itype In class a letter of application and a personal data sheet 
wi£h 100 percent accuracy. \* ' 



Subject Matter C\itent 



Letter of applicat 
data-sheet 





LearP'ing Activiti'es 

1. Examine various styles used in 
constructing^ personal data '-^ 
sheet. 

* 

2. - £oftipile a list of the information 
, tha-t shbuld be included on a 

personal data-sheet. 

3. Prepare a personals data she'fet. 

4. . List the basic outline for an 

, application letter. * * , . 

5*2 Apply fbr a position by composing 
and typinti a lett^rvof applica- 
tion \ising the in4P^ation from 
Activity 4, / * 

6. Have^ peers evaluate ^Activities 
3 and 5, ^ 



3. On a w^itten tqst,' students will be able to co.mp'jete the necessary 
employment forms with iOO percent accuracy ♦ * • ' , 



Subject Matter Content . 
Employment forms 



1 



Learning Ajctivities* ' 

• '1. ^ Examine sample application forms 
and discuss fn class the inforr 
\/ ^ mation requestefi. *. 

2. '^Complete a Form W-4. 
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Employment forms 



3. Complete an application form. 

4. •Research what. can and cannot be 
. legally asked on an applicetion 

fbm-and report to the, class. 



4. Given several illCrstrations / students will be able to select those 
/ appropriately dressed for the office with 100 percent accuracy, 

^ — ^ — ^ ^ 



Subject Matter Content 
Appropriate dress/grooming 



Learning Activities" 

1. Dress in appropriate office ' 
attire on a particular day and 
evaluate each other usirt§v check- 
list provided/ (Appendix B) 

2. Select five examples of appro- 
priate offige attire from current 
magazines.^ Label and display 

on a bulletin board for class 
discussion. ' 

3; View^a filmstrip on personal 
grooming* and take notes on 
grooming habits, on which'you 
need to improve.* 

4. Read "a book on. '"grooming" and 
report to the class. 



5. In'-a classroom discussion, students, wtll be able to identify 
effective interview techniques with at least 75 percent accuracy. 

f Subject Matter Content 



Job interview 



Learning Activities 

\\ View a filmstrip^ on the job 
' interview and discuss in class. 

2. List^ten "Dos" and^"Don'ts" for 
a job /interview. • . ' 

3. Discuss in small groups- the* 
questions frequently asked during 
an interview. (Appendix C) 
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Job interview , 



Role play a situation where you 
make a job interview appointment 
by phone. Class will evaluate 
using checklist provided. ' - 
(Appendix D) 

Research what caa and cannot be 
legally asHed by an interviewer 
'aiT^^"3t^€y^ in class.- Include 
liscussiion on how the interviewer 
)ou]d react to questioits that- 
are illegal to ask. 



In a classroom discussion^ students will be able to explain proper 
job follow-up procedures with at least 75 percent accuracy. 



Subject Matter Content Lea^rning Activities 

Follow-up vl. After classroom tJiscussion, list 

* ' * feR items to consider when, 
evaluating a job offer. 

^ * / , After viewing examples supplied 

s by^eacher, list points to be 

. , ' ' included in. a follow-up letter. 

3. After cfemonstrati on, list the 
> . information needed for making a \ 

follow-up telephone call,. 



A- 



/ 



Role play effective \and ineffec- 
tive follow-up phor>^al]s. 



"J . - ■ v# 



EVALUATION AND TESTING 



Ways to g^aluate PupiT Growth ' 
'"''^^^ Subject area tests 

* Rating sheets 

* Checklists 

* Class participation grade 
. \ * Unit t*fst 

* Individual research 



student 



EQUIPMENT AND SUPPLIES 
Teacher 



Textbook 
Notebook 
Practice Sets 
Checklists 
Pencil /Pen 
Instruction Sheets 
Typing Paper 
Case Study Problems 
Typewriter 

Correction Materials- 



Textbook and Manual 

Filmstrips 
» Films trjp Projector^ 

Overhead Projector 
, . Transparencies 

^Transparency Pen 

Checklists 

Rating Sheets 

Bulletin^Board Supplies 

Projector Screen 

Teacher-made Tests 

Cassette Pliayer 

Cassette Tapes 
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APPENDIX. A 
. " OCCUPATIONAL RESEARCH 

• » 

Select an occupation from the Dictionary of Occupational Titles or the ' 
Occupational Outlook Hantfb&ek that best fits your interests^ abilities, 
skills, values^ life-styles, and other personal' goals. xYou may use one 
or more ways ,to Vesearch the occupation. 

*• Use writ^ten rasources 

* Interview employees in the fiel.d using the survey included 

* Write companies in that, field for information • • * 

Prepare a written report to.be pr£s,.ented orally on the occupa^tion s?elected. 



, SUGGESTED QUESTIONS F^TN^RVItWING EMPLOYEE^r IN'THE ^ELD: ' ^ . . * • , 

What are your duties? " ' ' . . , 

What are your working hours? . . ' ^ 
How often are you required to'^work overtime? , * ' 

How are your..auties different from.day to day?" • ^ ^ J ^ 

What type *of special^ cTothing or shoes are required for work? • . ' 

How do you depend on other people to help you or- your work? ' . 
Row do others depend on your work? * ^ 

• What kinds of tafehts, Interests, or abilities would be helpful to a ! 

.person for succeeding in yojur field? ' ' 

What are the physical demands of your work? , * . 
. Wha't persojial qualities are important for your work*?' 

What^are the salary ranges, saving programs, or profit-sharing programs? . ^ 
What are the fringe benefits— vacation time, sick' leav^, insurance, and 

* educational leav^? 
What i^ the approximate starting salary in this type of wonk? ' • ^ * 
In what other areas can a person use the knowledge and skills Jearned 

in this occupation? - . , ' " • • 

What are the legal regulations? ^ ^ ^ 

What are J^he physical .qualifications? 
What decisions are you /esponslble for an your job? 
What othero'nformation about your job. would you* like to tell-me? 
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APPENDIX B 
CHECKLfSTPOR 'APPROPRIATE OFFICE ATTIRE 

r 

Women .* " ' 

' Coordinated outfit, freshly cleaned atid pressed* 

Clean shoes in good re'pair that matdTa^parel 

' Hosiery that blend with skin tone, free from runs and^snags' 

Simple purse that coordinates with clothing 

Clean and neatly styled hair ; ^ x''^ 

Clean and well -shaped nails (pleasing nail polish, if desired? 

^ Neatly applied makeup, conservative and well blended 

General cleanliness - . ' ' 



"Men- 



■ .r 



Coordinated outfit, freshly cleaned and pressed 
Jfclean shges in good i;epair that match apparel 
Appropriate tie 

Socks coordinated with trousers 
Fresh shave 

Clean, well-kept hair * " 
.Clean and well -shaped nails 
General ' cleanl iness ♦ 
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AP^NDIX C 
f QUESTIONS AN EMPLOYER MIGHT A'SK 



1. What kind of job do you want? > • 

2. Why do you want this job? Why have you selected this kind of work? 

3. If you had your choice of job and company, what would you most like 
to be doing and where? ■ ^ 

4. What experience have you had? 

* .5. What can you" do? ^ 

6. How much education have you had? . ' , 

7; ■ What special training have you had? 

8. ' What kind of student were you in high school? . 

9, In what extracurricular activities did you participate ir> school? 

10. What do you d6 with your spare time? What are ybur hobbies? 

11. How well do you get along with others? 

12. How well do you follow instructions? 

13. How well do you take constructive criticism? 

14*. What salary do you expect? When v^ould you expect your first raise? 

15. What are your Objections to working overtime or shift work, if 
operations hre conducted around the clo,ck? 

16. How do you feel. about trave^l? 

'17, What are your objections to being transferred to another location, 
if necessary? ^ 

18, Would you watch the clock or would you concentrate 'Oii your work? 

19, What kind of person was your former employer? 

20, What type of reference will your former -employer or teacher give 
you? ' ' , 

^21. Would you talk about your employer or the conipany^t heme? 

22. How do yoa'feel aboijt helping others with their work after you have 
finished your work? 

23. What effort would you make to get along with othef^ employees? 
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APPENDIX D 

CHECKLIST FOR USING THE TELEPHONE TO ARRANGE A JOB INTERVIEW 



Was prepared before calling. 

Identified self immediately. 

Did not hesitate to find the right words. 

Gave reasons for calling immediately. 

Asked for the best time for an appoint- 
ment with the interviewer. 

Asked about getting application form. 

Was courteous and friendly. 

Thanked th.e secretary. . ^ • 

Noted the interview date^ time, and place. 



Yes 


No 
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SUPPLEMENTARY MATERIALS 



Films 

Applying for a Job 

Encyclopedia Britannica Educational Corp. 
425 North Michigan Avenue 
^Chicago, IL 60611 ' , . 

Getting a Job Is a Job 

Dibie-Dash Productions 
4949 Hollywood Boulevard 
Suite 217 

Hollywood, CA 90028 

I Guess I Got the Job 
McGraw-Hill Films 
1221 Avenu'e of the Americas 
New york, NY 10020 

Your Job: Applying for It 
<Coronet Films 

Coronet Building * 
♦ '63 East South Water Street 
Ch.icago, IL 60601 

Your Job: Finding the Right One 
' CoroJMft Films ~' I 

Coronet Building 
J 63 East South Water Street 

Chicago,/ IL 60601 

Films trips with Cassettes ' 

Entering the World of l^ork Serie^s 
McKaight Publishing Company 
Blooming ton, IN 47405 . 

First Job Multimedia Program " ^ 

EG340 * - . 

\ Cole Supply pompany 
: p. .0. B^ 1717 
Pasadena\TX 77501 

Human Relations for Success It; Business 
. Catalog No. 13-5 ^ ~ 
Educational Put)lishers 
3839 White Plains Road 
( Bronx, NY 10467 ' 



Office Education Series I & II 

International Film Bureau, Inc. 
332 South Michigan Avenue 
^ Chicago, IL 60604 

Office Worker Series . 

Catalog No. IE 119 . 
Career Aids Inc. 
8950 Lurline Avenue 
- Dept. K45 . ' • 

.Chatsworth, CA 91311 ' ' , ' 

' ■ ' ' - ' 

Personal Hygiene for Business * 
Milady Publishing Company, 
3839 White Plains Road 
Bronx, NY. 10467 

Winning the Job 
X€214 

Cole Supply Company ' . 

P. O.^Box 1717 
Pasadenas 77501 

Writing Friendly Letters, Business Letters, and Resumes 
CV374CAF ] ' 

Career Aids, Inc. 
8950 Lurline Avenue 
Dept. K45 . ' 
Chartsworth, CA 91311 



Pamphlets , * 

Appointment with, Tomorrow , * ^ ' <; 

( / Vaseco, .Inc^ ' ^ • • 

2301 Classen-^ulevard 
/ P, 0. Box «0274.* * - 

Oklahoma City, OK' 73106 

How No^ to Blow a Job Interview , ' - ' . • 

. Available free from the* Army Reserve recruiter , 

How to Get and 'Hold the Right Job ^ - 

Available from your local state employment service office 

How to Prepare Yourself for Job Inter\^iews 

Available^ from your local state employment service office- 

How to "Sell Yourself" to an Employer 

Available from your. ]ocal state employment service office 
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Textbooks' 



■ Clerical Office Procedures. 
Catalog No. K38 

South-Western Publishihp Company 
^- 11310 Gemini Lane • ^ ~ 
-Dallas, TX , 75229' 

Getting a Job-EProcess Kit ? 

South-Western Publishing Company 

11310 Gemini Lane 

Dallas, TX 75229 
♦ ^ 
How to Find and Appl>y for a Job 

South-Western. PubLisbing Company 

11310 Gemini Lane 

Dallas,. TX 75.229 - ' 

The Job You Want--How to Ggt U 

S.oyth-Westerr\ Publishing Company 
11310 Gemini Lane 
Dallas, TX 75229 •• .. . 



^ 
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RESOURCES 



Hanna, J. Ma^nshall, et al • Secretarial Procedures and Administration , 

Dallas: South-Western Publishing Company, 1978. - 

f 

Lee,. LaJuana Williams, et al • Business Communications > Chicago:. Rand 
McNally College Publishing Company, 1980. * 

Ne,1 son,* Frank W. Group Instruction for Cooperative^ Programs . "Stillwater: 
State, Department of Vocational and Technical Education, 1978. 

Stewart, Marie/M., e^t al . College English and Communication . New York: 
McGraw-HilJ Book Company, 1975. ' 



UNIT VI 
COMMUNICATION SKILLS 

- INTRODUCTION 



Communicifcion is^inVolved in all activities with others. Those 
who are the most successful in the business world have acquired the^ 
techniques of receiving messages attentively and sending me^a.ges' that 
promote' favorable responses, ' . - ' 

* This unit'attempts to aid students in realizing that every .communi- 
cation is a sales.project— to sell an idea, a prodoct, or a' point of . 
view. When they accept this philosophy, they will automatical-ly strive 

for perfection in communicating. ^ . ' 

/ ■ ■• " . 

. ■ ' COMPETENCIES ' « ' / ■ 

' .- ■ 

1. Send and receive messages successfully. 

2. ■ Use oral and written communications effectively^ 

\ " ■ ■ ..GENERAL PERFORMANCE OBJECTIVES/GOALS - 

1. Recognize the' importance of effective communications. , 

2. DeveVop^ ability to send and receive messages. . , ; 
^3. Demonstrate tlje correct' use of basic 'Englfsh language skills. 

4. Handle Incoming and outgoing Correspondence effectively. ^ 
i ' -i ' [ 

5. Prepare' business documents. ' - . ' ' 

■6. Employ successful reading," writing, speaking, and listening^ 
skills.' - - . 



•SPECIFIC PERFORMANCE OBJECTIVES AND^ MASTERY CRITERIA • - 

;■ . . ■ ■ ' • ^ • 

1; After a lecture on "The .Importance of Effective Communications 
in eBusiness, " students will be able". to list on a test fiv6 
reasons why communicating is important today. ' • ■ , 

> -J 

2. Given a list of • sftuations , students will be able to indicate 
" -in wrij:ten statements how to say. "no" courteously and retain- 

the friendship of the inquirer, with an average rating of not 
■less than three' when evaluated, on a Scaje.of one to five Cone 
being the highest). '■ ' . . ' , 

3. Given a list of -sentences irr class,' students will identify the 
underlined parts of speech with at l^ast 75 percent accuracy.. 

4. Given a list of incorrect sentences on a test, students will re- 
write them cprrectly with at least 75 percent accuracy using- 
good sentence structure,' proper words, proper pun;:tuation, and 

• proper capitalization. v . " 

5. After class-discussion, students will .be abl.e to list on a 
written' test seven of ten qualities of effective business 
letters. " ^ , * 

On a written test, students, will be able to define seven of ' 
• ' ten qualities for effective business lettfers, 

7. On a production fest,- students will be able to produce within ^ 
120 minutes three of the following business letters, ^valu- 
ation- will be based on the qualities for effective business 
letters. 

. a. 'Thank you letter 
.'b- ^Request for' Infoicmation 

c. Letter of recomirientlation^ ' . . , 

d. . Letter of acknowledgment 

e. Letter of c-ongratulation^ 

• ^ • • • * 

8. ' Giv^n examples in class, students will be able to prepare the 

following business documents: interofftce memorandums^ minutes, 
financial records,' and- manuscripts with at least 75 percent, 
accuracy. C/' ^ ' . - 

9. Given a list of business-relateay.topics, students will be'able-. 
to present a three-to-five minu£e oral report in class, , - 
•Evaluation will be based on a. checklist containing good oral . 
reporting techniques. \ *r . 

id, Given a newspaper article to read in a group situation, students 
will be able to answer orally questions related to the article 
with at leah* 75 percent accuracy. 
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SUGGESTED^ INTEREST APPROACHES 

1. Invite a local newspaper reporter or* apchorp^rson to speak on * 
the importa^nce of effective commimi cations. • ^ . 

2. Mgke bulletin board displays focusing on the art of communication. 

,3,.. Have students check local newspaper printouts for grj^firinatical 
/ errors. •/ . ^ 

4.' Tape students as they present talks^ speeches, and reports in 
' two classroom situation^ (announced and unannounced) So that 

they may hear their oral' Communication skills^^ " ^ • 

I \ ' " METHODOLOGY 

' ^ \ . ^ ^ ^ 

This unit on communication has been developed to famt-li arize students' 
with the methods and technique's of effective business communication. 
Modes of presentation will be teacher lecture, ^'ney/s paper activities, 
guest speakers fro* communications media, taped discussibns, letter, ^ * 
writing, and orjfil reports.- \ ^ * t - 

~ — - UNIT OUTLINE ^ - ^ - ' • ^/ 

" COMMUNICATION SKILLS ^ 

* * ' , f - ... 

I. Recognizing the Importance of Effective Communications ' 

A. Characteristics and standards of business communication 

B. Communication skills for everyday living 

II. Sending and Receiving Messages 

' / A. Roles of senders and receivers . ' ^ ^ 

B. Importance of and need for empathy 

III. Using Correct Language ^Skills ^ ' 

A. Variety in business word usage' - 

B. Qualities of good business v/rlting 

IV. • Hahdl ing , Correspondence Effectively 

A. Effective business letters - . ■ ' 

B. Incoming and outgoing correspondence 
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Preparing OtHer Business Docunlents,^ 

,^ A^v Clarity and Conciseness in business commyni^ations^ 
B. Purposes off. preparing birstness reports 



y , VI; Employing successful r;eading, wrTt4ng, speaking, I'isfehing skills 



"A. Speaking skil V 
ft. Listening skills 
/"Ci. Reading skilK' 



•4'5PECIF|C PERFORMANCE OBJECTIVES AND LEARNING ACHVITiES 



"h After a ^Cture^on -'The >jjiportance of "Effective Comniuni cations in 
'BusTngss^,:" stujiftnts wi:11 ^ Sble to lis't on a test five reasons 
why' communic^ing ,is important^ today, ' 



Subject Matter Content 
— 1 — . ^ 

Effective* communicatfbns 



Learning Activities • 

1. Write, a paragrapfi ofn "The Irilpor- ^ 
tance of Effective -Communications" 
and pVesent to class^ for discussion, 

2.,^ Play m advertising slogan game 
and discuss ^t-he, effectiveness of 
thiS'"type of conimujiication. x 
(Appendix , A) 

3. Play a class rumor game ancl^dis-T 
cuss the po5si We effects of this,^* 
kind^of 'CX)mmuni cation. 

(Appendix B) T ' - 

4. i/iew a filmstrip orr communications 
and break into grolips to list the 
main ideas of' the film, :putting " 
them in orden of importance. - A 
single list can then be^ compiled 
on the cftelkboard. , • / . 

5. Irtterviev/ ^ local secretary to 
f ascertain the importance of 

. handling incoming and '^dutgoing 
, correspondence -effectively.' Give 
an oral report to ithe class. 



VI-4 



■29 



Given a list of situations, students will be able to indicate, in 
written statements how to say "no"- courteously and to retain the 
friendship of the inquirer, with an average rating of not less than 
three when .evaluated on a scale of one to five (one being the 
highest) . ^ . 



Subject Matter Content 

Roles of senders and 
receivers 



Learning Activities 

1. Relate examples of actual situ- 
ations in which you had to say 
"no" and still tried to .keep the 
friendship of the other person.. 

2. Divide into paiy^ and t^ole play 
situations in wnich the answer 
would be "no:"' (Appendix C) 



3. Givb a^aegative response to a 

J letter of inquiry while retain- 
ing goodwill of the inquirer 
^* and discuss with classmates. 

4. View, a film on self.-expr^ession, 
. write a report of the important 

points, and present to the cla^s 
for discussion. 



3. Given a list of sentences in class, students will identify the under- 
lined parts ^of speech wi'th at least 75 percent accuracy. * 



Subject Matter Conter>t 
Language skills 



Learning Activities 



1. 



2. 



Write sentences illjjstrating the. 
different parts of 'speech and 
give reasons for your choices 
to the class. 

View a film on the parts of 
speech and discuss with classmates 

Prepare a bulletin board iden- 
tifying the parts of speech. 

Have students identify parts of 
speech of chosen worcls .from maga- 
zine articles in a small gjroup 
setting a-nd present to class with^ 
explafration. 
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4. Given a list of incorrect sentences on a test, students will rewrite- 

them correctly with at least 75 percent accuracy using good sfintenoe 
* .structure, proper words, proper punctuation, and proper capitalization. 



Subject^Matter Content 
Basic language skills'- 



Learning Activities - 

1. Write a paragraph , and have a 
peer try to find errors to rein- 
force the principles of basic 
word usage. Oiicuss findings in 
class, 

2. Secure newspaper and magazine 
clippings in which gf^ammatical ' 
errors are presjent.' These are 

* to be compiled -in a scrapbook 
and'Corr^ctions indicated/^ Pre- 
sent to the class- for disc-ussi6n. 

3. Play the money game for students 
. to realize their strengths and 

weaknesses in applying basic . 
language skills, (Appendix D) 



After class discussion, students will be able to list on a written 
test seven out of ten qualities of effective business letters. 



Subjett Matter Content 

Qualities of business 
letters 



Learning Activities 

1. List and identify the ten quali- 
ties of effective 'business letters. 
Check for correctness. '(Appendix E) 

2. Play grab bag game by having each 
quality of good business letter 
written on slips of paper in con- ^ 
tainer: E^ach- student picks one. 
and defines quality to remain in ' 
game. Last one left in -each * 
group is 'a winner. 
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Qualities of business 
letters 



3* Bring in letters 'received in the 
mail arid analyze with the -class' 
according to list of qualities 
of ^ood business letters. 

4. Play charades using blackboard 
to depict a quality of a good 
business letter while the Other 
members guess* • 



6. On a Wr^itten test,^ students will be able to define seven out of ten 
. qualities for effective business letters* 



*s 



Subjett Matter Content 

Qualities of business, 
letters • ^ 



Learning Activities . . 

1. Grade letters brought from home 
^ according to the ten qualities. 

^ Each student will pick one to 
explain to peers the qualities 
present. 

2. Write a letter ordering an arti- 
cle using the ten qualities* 
Bring a copy of letter to .class 
for presentation so that other 

^ students may ra'te letter using " 
the ten qualities for composing 
effectivie letters. Students 
are to be able to defend their' 
'remarks. 

3. Prepare bulletin board ill us-, 
trating the qualities of effec- 
tive business letters. 
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On a production test, students will be able to produce within 
12Q,fninutes three of the following business letters* , EvaluatiorT 
wiH be based on* the qualities for effective business letters. 



a. ^^Jhank you letter 

b. Request for information y 

c. Letter of recommendation 

d. Letter of acknowledgment 

e. Letter, of congratulations 



V 



Subject Matter -Content 
Effective letter writnt»g 



Learning Activities 

.1. Form groups and discuss' the 

various styles for writing busi- 
ness let-ters. Select the pre- 
ferred style*' Be able to support 
selection in class, 

2, Make a list^of letters which* 
might be written by persons in 
different careers. Corrlpile list" 
with peers. 

3, Compose letters covering various 

, business situations foV practice. 
Have a peer critique them. 

4, Obtain samples of as many of the ^ 
types of. letters as possible to 
preseafe to the class. 



8. Given examples in class, -students will be able to prepare the. follow- 
ing business documents: interoffice memorandums, minutes, financial" 
reg}rd5, and manuscripts with at least 75 percent accuracy,* 



Subject Matter Content . 
Preparation of documents 



Learning- Activities 

L Write a brief memorandum announc- 
ing a rjieeting of the business • . * 
club. Put on overhead and have 
peers critique. ' 

2.. Draw up a sample memorandum forrp 
which. might- bq used in an ^office.* 
. piscuss it with a peer. ' 
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Preparation of ilocunients 



3. Write.^^a short formal report y/hich 
included the necessary parts and 
present to class.. • 

4: Prepare a full-r^te telegram to 
reserve a^room for an upcoming 
convention. , Put on overhead for 
dis<\ussion by peers. 

Write\a news release concei«»ning 
a^ |vkiy Tt5^^fe^resented by the' 
business cluD^^ Discuss with a 
pee^," _ ' . 

6. T^repare minutes of a meeting. and 
pres^ent it to -the class; 



9. Given a^list of business-related topics-, students .will be able Xo 
present a three-to-five minute oral re^pprt in'class-. Evaliiation^ * 
will be based on a checklist containing. good oral reporting techniques 



Subject Matter Content 

Preparation/presentation 
of documents 



* Learning Activities ' / 

1. Prfepare a one-minute business- 
related ta]k and present it to 
the class. Peers will critique. 

2. Write and present a three-to- 
five minute formal report , to 
the class* ' , , 

3. Critique short formal report of 
V a peer. (Appendix F) 

4. Prepare an agenda, an Itinerary, 
and minutes of a meeting to be 
presented to class for discussion. 
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10. .Given-a newspaper article to read in a group si-tuation, students 

wril be able to answer orally^ questions related to the article with 
/ * at least 75 pere*ent accuracy/ , . 



S.ubjectj Matter Content 

Listening and speaking 
skills. 



Learning Activities ' 

1. 'Keep a record Of the„ listening . . 

activities in which one engages / 
during a day. , 

2. List the listening activities 
necessary irj the performance of 
the career to which one aspires. 
Review with^ class. 

3. Listen to a -set of directions^ 
to a location in a nearby city 
without taking notes and write 
the instructions. Compare v^ith. 

classmates-. 

/ 

4. Present oral reports Which will 
be taped and listen to your conl- 
munication skills. \^ 

5. View a television talk show and 
give an oral refl^ijjt about one 
guest. 
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EVALUATION AND TESTING 



Ways- to Evaluate Pup^l Growth 

* Unit test 

*\ (Jfoup or individual participation grades 

> * 

* Checklist and/or rating sheet 

^ * Quali'ty of assigned tasks . 



EQUIPMENT AND SUPPLIES 



Student 



Textbook 
Typing Paper 
Checklists 
Business Forms 
Evaluation Sheets 
r Notepad's 

'^Instruction Sheets 

Correction Devices 

Pens 

Pencils 

Typewriters 

Dictionaries 
• Typing Rulers 



Teacher 

Tests and Keys to Tests 
^ Textbook and Manual / 

Blank and Prepared Transparencies 
Cassette Player 
Checklists 
Overhead Projector 
Rating Sheets 
Transparency Pens 
Workt^ooks 
. Bljnk and Prepared Forms 
Blank Cassettes ' • ^ 

Filmstrip Projector 
Screen 

Bulletin Boaj;;d Supplies 
Typewriter f ^ ^ . - 
• Pens/Peficils 
^ Correctiori, Devices - 
^ * Stopwatch'^' ^ . 
-\ Chalkboard and Supplies • 
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. .V. . . - APPENDIX A 

ADVERTISING SI^OGANS £AME , 

Directionsr The teacher reads each of the following advertising >s>ogans 
^ to the s^tudents. On a sheet pf^paper, students write the - 
name of the product described by each slogan. Answers must 
.be precise t^ b^ correct. (Note: Advertisements for local 
businesses, such as banks, ^qan be usad,) 



1. Orange lovers have a crush on us. 

2. Oh whH ^ relief it is. 



3. I didn't make dessert, instead, I made some fun. 

4. Always the smallest soaq in the hduse. T ^ 

• * ' \ 

5. Gets dishes so clean, you can s.ee yourself. ^ 

6. Cleans circles aroynd other leading pre-washes\ 

7. Coffee that is good to the last drop. 

8. We are working .for the day when kids won't know what a cavity feels 
like. * ^ ' 

) 9. You deserve a break today, so get up and get away. 

'lO. Oh what a feeling t6 drive^ - . 

11. The taste that calls dogs to dinner. 

12. . Tf^e-gas with guts. 

13. Strong enough for a man, but made for a woman. ^ . 

14 i The clean, fre;sh> masculine scent so. many women lave. . 

15. Fly th6 friendly' skies. . * * 

16. Tm gonna wash that, grey right mi4-ef my hcfir. 

17. WhQn it absolutely^ positively/^has to be there over ni|*it. ^ 

18. Don't treat your puppy like a dog. 



19. *Reach out and touch someone. ^ ^ ' ' 

20. You are behind the wheel of the worl4's most popu-lalr c^lF 



0 



I* 


s 


y 

1 

1 • 


V 

uranyc urubii ^ 


o 




' 0. 


jei 10 


/I 




c 

0. 


Joy 


0. 


CI oroxH^re-Wash 


7 ^ 


naxweTS' Mouse 


o 


Crest 




McUonaici s 


' . 10- 


Toyota - 


^ • 11. 


Come-and-Get-Em' 


12. 


Gulf 


. ^ , 13. 

* ^ ' 






(J Id opTCj^S, 

um t^/\5^i ines 


10 . 


LOVTny uarc 


17. 


Federa?E; Express-^ 


is., 


Puppy Chow. ' ^ 


19. 


Be>l Telephone- ' 


20. 


Ford Mus.tang ^ 





• APPENDIX A 

• ANSWER KEY 



APPENDIX B 
RUMOR GAME 



. T^e purpose of this game is to show what happens when there are to,o many 
/links in'the channel of communications. The teacher will read the'memp 
/ given l)elow' to one student. This s-tudent will telTanother student what 

was .said in the memo. The memo will be^ relayed back to the class after 

each student has heard it; ^ * 



' ( MEMO 

Nje^ave a new company policy rega-rding parking: Air^ployees who drive 
compact cars will park*in the south lot. The east side of the lot is 
marked "Entrance"; the west'side of ihe lot is marked "^'Exit" • ^This 
change is being made to prevent accidents like the one involving the 
truck and sports car iji the north lot last, month. Company trucks will 

* continue to use the Yiorth lot. . ^ ^ 



/ 
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APPENDIX C 



How to say "no" without alienating the asker is very import^ant. Write 
answers in which youfdo not "turn the inquirer off," - . 

1. Johnny asks Terry to lend him $5 to pay for ti^ckets to tj^^ schbol 
play, Uohnny already owes Terry $2 which he borrowed-^last week for 
"f he football game. What will Terry s^? 

2. A retailer re^ceives the following question,, "What is the wholesale 
price of this tape 'recorder? A friend of mtne says he can get me 
one at wholesale price, and I would like to know if l am getting a 
good deal."' What would you tell him? 

> 

3. John asks Mary to go to the prom next month, Mary is hoping that 
- the new boy who just moved in will ask her. What should Mary do? 
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APPENDIX D . , ' 

students will be -given ten pTay dollars at the beginning of the six 
weeks.' As students t*alk oir discuss in class,, others will correct grammar. 
One who makes the correction receives a "dollar" from the sULident making 
the error. At the end of the six weeks, students having mpre than their 
original ten dollars will get an extra point for each extra dollar earned-. 



Q 
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APPENDIX E 
QUALITIES OF EFFECTIVE BUSINESS LEHERS 



1. Appearance ' ^ ^ 
Ooes it give a good first impression? 

2. Reader^ s viewpoint - . 

Show how tarking- desired action will benefit reader. 

3. Error free - - • • - * 
Proofread carefully -to eliminate all errors. 

4. Appreciation 

Show warmth, sense of fair play. ' , \ 

5. Goodwill 

Does it help to establish a reputation for honest dealings rrom 
your company? 

6. Clarity and com^feteness 

Is the message such that no y)ne could misunderstand it? , 

7. ^ Briefness ^ I 

Dqes it say everything necessary in the fewest possrble words? 

8. Cohesive'ness • • 

.Does it carry the reader's thoughts Smoothly from start to finish? 

9. Good paragraphing 

Is there only one main idea to each paragraph? 



'^IQ. Non-technical terminology 

Av^d terms that are unf^tliar to the reader.- 
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APPENDIX F 
CHECKLIST OF ORAL REPORTING TECHNIQUES 





. EXCELLENT 
4 


GOOO . 


FAIR 

2 \' 


fOOR 
1 


LACKING 
0 


Posture 

«» ^ • 




( 

if 


- 




♦ 


Attractive Dress* 
and Grooming 


' J- 

> * 


> 




** 




* 

Enunciation 


r 










Pronunciation 


1 










Eye Contact 












S 

Facial Expressions 












'fKp of Gp<;ture<5 








^ 




Arouse Interest 
of Audience 






• 






Organization of 
Report 


•A 

V . 




1 






Observance of 
Time Limit 


J- ■ 


• 






* 



Your ScoVe 



30S 
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SUPPLEMENTARY MATERIALS 

Cassettes 

The Business of Oral Commum'catioR 
E956 (20 audio cfassettesj 
* South-Western Publishing Company 
11310 Gemini Lane ■ 

• Dallas, TX 75229 

Reading Comprehension 

Catalog M . . 

J-eapning-^rts 

• 0* Box, 179 
Wichita, KS 67201 

Writing Friendly Letters, Business Letters, and Resumes 
CV374CAF {6 cassettes and 6 worksheets) ~ 
Career Aids, Inc. . " 

8950 Lurline Avenue 

Dept. K45 ^ ' . . 

Chatsworth, CA 91311 



Films trips with Cassettes 

Basic Wnting Skills for Everyday Life 
(4 filmstrips, 4 cassettes; 
Resource Manual, Worksheets, and Teacher's Guide 
Learning Arts 
P. 0. Box 179 
WicRita, KS 67201 

Communications: Mass Media and the Public . 

{J^ filmstrips, 4. cassettes) ~ , 

^ Teacher's Guide , \, ^ . 

Learning Arts - \ # 

P\ o: Box 179 
' ' , Wichita, XS 67201 

Express Yourself: The Art of Cormfiuni cation 
(3'filmstrips , 3 cassettes) ^ 
Teacher's Guid.e 
Learning Arts 

P: 0. Box 179 . ' . 

Wichita, KS 67201 
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textbooks 



Business Correspondence/30 
• Catalog No. 22513-3 

Gregg McGraw-Hill 5ook Company 

P". 0. Box 996 

Norcross, GA 30091 . 

Business EnglisTi/30 

Catalog No. 34842- 1 
Gregg-McGraw-Hill Book Company 
P. 0. Box 996 
Norcross, GA 30091 

Business English, and Communications 
Catalog No. 61323-0 
Grfegg McGraW-Hill Book Company 
P. 0. Box 996 
Norcross,' GA 30091 ' 



Transparencies 

. Can You Listen? 

GV117-T (10 transparencies, J ecture n'otes, competencies, and 

student activities) 
Career Aids, Inc. 
8950 Lurline Avenue 
Dept. K45 
. Chatsworth, CA ' 91311 

. Telephone Techniques . 

GV118-T (10 transparencies, lecture notes, competencies, and 

student activities). 
Career Aids, Inc. ^ ^ 

8950 Lurline Avenue ' . 

Dept.K US ' ' . . . 

Chatsworth, CA 91311 



Miscellaneous 

' The Gregg Reference Manual 
Catalog No. 54397-6 
Gregg McGraw Hill Book Company 
P. 0. Box 996 
Norcross, GA 30091 
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Reference Manual for Office Personnel 

K45 (reference manual), .K451 (study guide) 
South-Western Piiblishing Company 
11310 Gemini Lane 
Dallas, TX 75229 

W.ord Division Manual 

~' K48 (reference manual ) 

South-Western Publishing Company 

11310 Gemini Lane 

Dallas, TX 75229 . 
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RESOURCES 



Cornwell, Robert C. and Darwin W. Mansliip. Applied Business Communica- 
" tions . Iowa:. ^Wm. C. Brown Company, Publisher, 1978. 

Gwyp, Jack, et al. Thd> Business of Oral Communication; Fundamentals. 
Cirtcihnati; South-Western Publishing Company, 1980-. ^ • 

- • » <* 

Gwyn, Jack, et al. The'Business of OraT Communication; Selling, Speak- 
ing, Meeting . Cincinnati: South-Western Publishing Company, 1980. 

Jenkins, Evelyn. Effective Listening . California; Western Tape, 1973. 

Stewart, Marie M., et at. Business English and Communication . 5th ed. 
New York: McGraw-Hill Book Company/ 19/8. 

Stewart, Marie (-1. , et al. Business English Communication . 3d ed. 
New York: McGraw-Hill- Book Company, 1967. - " 

Stewart, Marie M. , ^t a]. College English and Communication . 3d ed. 
New York: McGraw-Hill Book Company, 1975. 

7th ed. 



Wolf, Morris P., et.al. Effective CommurHtSfelons in Busine ss. 
. Cincinnati : South-Western Publishing Company, 1979. 
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UNIT VII 
- ' FINANCIAL RECORDS 



INTRODUCTION 



Financial activities are an integral part of every business office. 
Therefore, this unit is designed- to develop the skills necessary to 
process data efficiently and effectively. 

Students will- be given opportunities to obt-ain practical work 
experience through the use of office simulation. 

^ 

■ . COMPETENCIES 



1. Develop proficiency in handling banking activities. 

2. Exhibit ability to proce^s= financial statements, payroll 
reports, and tax' returns'.: 

GENERAL PERFORMANCE OBJECTIVES/GOALS 

1. Develop ski.lls necessary for banking proficiency. 

2. Process accurate financia> sJ^tements. 

3. HandTe activities required for maintaining payroll.. 
,4. Exhibit ability to complete tax returns. 

SPECIFIC PERFORMANCE OBJECTIVES AND MASTERY CRITERIA 

1. On a'written t6st, students will be able to define a list of 
banking terminology with at least 75 percent accuracy. 

2. On a written test, students ^wi 11 be able to complete three - 
different banking fornjs in 50 minutes with at least 75*ip^rcent 
accuracy. 

3. On a written test, students w^'lTbe able to Identify financial 
statements maintained in an office with at least 75 percent 
accuracy. 

4. Given the necessary information in a classroom setting; students 
will be able to type financial statements, with 100 percent 
accuracy. , • ' - / ^ 

'vii-i • •■ . ' , 

■ 3ij} ■ 



5.. Given the necessary information, stuctents will be able to 
complete employees' payroll records on a written test with at 
lea^t 75 perceat accuracy.. i' ^ ' 

6. Given specific data in a classroom setting, students will' be ^ ' ^ 
able to prepare employees' payroll on a written test with at^ 

X Teast 75 percent accuracy. 

7. On a written test, students will, be able to .give three / 
advantages and three disadvantages of manual and automated 

jf* . payroll systems.' ' / . - ' ^ 

8. On. a written test, students will be able to prepare federal' 
income tax returns with 100 percent accuracy. 

»• ' ^ 

On a written test, students will be able to prepare state 
income tax returns with 100 percent accuracy. 

J SUGGESTED INTEREST APPROACH^?- 

L Have students complete office simulation practi<:e sets to gain, 
practical work experience in processing and reporting financial 
activities in a classroom setting. 

2. Invite local guest speakers to address the class on such topics 
as banking, tax returns, and social security, 

3. , Have students conduct a survey of area banks and compare 

services rendered by these institutions. ' , ^ , 



*9 



4.. Have students complete the "Understanding Taxes" booklet 
(preparation of federal returns) which is dis.tributed by the 
. Internal Revenue Service. 

^ . 5. Hold a federal and^ state return preparation center at school 
dur4ng lunch breaks to help the student body. 



6. Hire (caa pay with fake money) students to perform different 
types 6f school jobs (setting up projectors, typing, answering 
phones, etc.) for which they wil.l be paid on an hourly basis. 
At the end of each week, students' wages and payroll are to. be 

^ recorded and fake checks issued. Students will then be paid. 
• with fake money -which can be used to purchase supplies from 
the school' s store. i 



1 
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METIIODOLOGY 



This unit has been designed to merge various irfSiivi dual and group , 
activities to develop skWls^in handling financial re.cords. In addition 
teacher lecture will cover material not included in group activities* 
The instructor must use various local , state, and national agencies as 
resources to provide -students with current information and procedures. 
Some of these sources are listed in the reference section of this unit. 

UNIT OUTLINE 
FINANCIAL RECORDS 



I. Banking 

A. Emphasizing) good banking procedures ♦ 

B. Maintaining a checking account 

C. Using a savings account 

D. Becoming' familiar with other banking services 
II. Financial Statements 

A. Keeping accurate financial repords 

B. Typing financial statements . ' ' 

C. Verifying calculations on statements 

III. Payroll 

A. Computing wages and salaries 

B. Maintaining, payroll records 

C. Computing payroll 

D. Comparing manual and automated payroll systems 
IV. Taxes 

A. Preparing federal returns ^ 

B. Preparing state returns 

' . • ) ■ 

SPECIFIC PERFORMANCE OBJECTIVES AND LEARNING ACTIVITIES 



1. On a written -test, students will be able to define a list of banking, 
terminology with at least 75 perrcent accuracy. 
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Subject f4atter Content 
Banking terminology * 



Learning Activities 



1. 



Complete the Word-Find P 
after reviewinq banking 
terminology. (Appendix A) 



Prepare a. bulletin boai^^fjlus-. 
trating banking terms an^^FSfmsi,. 

Write a, report on Prinking ser- 
vices available in the community" 
and present your findings in class. 



On a written test, students Will be able tp complete three^^ffferent 
banking forms in 50 minutes with at least 75 percent accuracy. 



Subject Matter Content 

Banking forms 
/ 



0 



Learning Activities 



1. 



2. 



Reconcile a bafk statement to 
• prove the accufe|icy of a checking 
account. ^ ^^r^^:- 

Prepare check§'and checks tubs 



in payment of bills for feurrent 
month and cH^ck accuracy of 
checkbook balance. ^ y 

Prepare ^{^i^^osM for a 
merchanMmg?|us^ness, . 

Compllete necijg^ary ^f.orms to open 



ned 
a business 

4, 



!#king%)|;Ct:ount. 



Exchange work completed in the 
preceding aQliivi ties.^jfor checking 
and report" accuracyMfe individual 



6. 



Prepare a display illustrating 
the proper endorsements of checks. 



s 



£ § 



On a written test, students will be able to identify financial sta^'? 
ments maintained in an office with at least 75 percent accuracy. 
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Subject Mattef^i Content learni ngr Acti vi ti es^^ \ "K^. . 



* ^ .Fin^cial statements . ^1. Prepare a-display showing dif- ' 
/;y. ' . ^-ferent types of financial s'tate- 



. ^^.t 2. Complej^ the scrambled word 

^.^ 'dxercise after reviewij^g, the 

' ' ' financial statement terms v/ 

4^. /A I-.. n\ • I 



" - • " . ^ (Appendix B) 

if _ ' ^ ^ 3. Identify from 'overhead trans- 

^ -^l' . * pares/icies financial statements, 

* £^ ^ r ^ € '0 ' and discuss the importance of 

...r . /• ^ ^ each, r ^ ^ 

. * • • ' ^ . 



Given the r^essary information, in a classroom setting, students^-^wi IT 
be ablfe to t^e financial statements with 100 percent accurSi^Ti/'r '^y^S^ 



Subject Matter Cont'fent ^ Learning Activities •'^ /-.'^ 



Typing 'financial . ^ " 1.^ Write' a paper on the^ typi-sj'*$' 

statements ^ - responsi^bility in the.p^noductlo'it;"* ^ ^^fP >^^^ 

- . of ftnal copies of fimncial ^ '^''^^^J^V^^^^ '^^^:^ 

. ' reports and discuss ifr^ <S:Usi?i>^ * 



2, Choose a partn^^r'i^ti' nisie.^^ ''^^'^'"'"^^ip^'^*^ 




•fe".". . ■' ^ * statement aiid -^heGjfi- typ^^>jropy;>,^,^.... 

\ ■ - • - by listening to '.iafe-ricft^f^^agL:'-'^^^^^^^^^^^^^ 



4. 




/ rules. to fol]o\^jnVtyp1na r*. " 
statements and'co^mfjile a rri.aste,!:'. 
list in class->,t'^ * ' .v:/" . 
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5* Given ttfe necessary onformati on, students will be-abTe to complete 
employees* payroll records on a written test .with at least 75 percent 
accuracy* ' . 



Subject Matter Content • 
Employees payroll records 



Learning Activitijes 

1/ Prepare a bulletin board on the 
types of payroll forms. 

2% Calculate time cards for employ- 
ees and use this information to 
compute net pay. (Use as a group 
activity.) Activity could be 

=^ ^ timed. 

3, Prepare a payroll register using 
Activity 2 and check for accuracy. 

Prepare "employees earning records" 
using for^n from payroll register 
in Activity 3. and check for 

accuraoy> 



■ ^ — = ^ ^ 

Given specific data in a classroom setting, ,s,tudents will be able to 
. prepare employees* payroll on e ^written test with* at'least 75 percent 
accuracy. ' * ' « ^ - ^ , 



Subject Matter Content 
Preparing employees' payroll 



learrving Activities . . 

4. *View filmstrip on payroll and 
discuss in class., (See Supple- 
mentary materia^ ) 

2, Pr€pare payroll change sheets, 
using infomation given on pay- 
rojl register sheets. 

3, Issue voucher- checks for employ-, 
ees usfng information on payroll 
register sheet. 



On a' written test, students will be able to give thrtfee advantages and 
three disadvantages of manual and automated payroll systems. 



r 
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Subject Matter Content 

Manual and automated 
payroll systems 



Learning Activities 

1. Research and report oji manual 
and automated payroll systems. 
Report findings to t^e class. 



4. 



Listen to presentation and/or 
view a demonstration by guest 
speaker on manual and automated 
payroll systems^ Divide into 
groups, write advantages of each, 
and present to class. 

Prepare a 'bulletin board com- 
paring the two payroll systems. 

Obtain hands-on experience by 
using automated office equipment 
supplied by local business. 



8. On a written test, ''students will be able to prepare federal income 
tax returns with 100 percent accuracy. 



Subject Matter Content 
Federal income tax returns 



Learning Activities • 

1. Listen to presentation from IRS 
representative. ' ^ 

,2. Prepare a federal income tax ^ 
return from personal \nforniation. 

3. Complete crossword puzzle in ^ 
tax booklet after reviewing tax 
terminology. 

4. Discuss the types of itemized 
deductions for Form 1040 and 
schedule A. . 

•5. * Prepare a Jax Form 1040 with 
itemized Reductions and check 
for accuracy with key:- , . 



9. dn a written tgst, students will be able to prepare estate income tax 
returns with IDO percent accuracy.- , . , 
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Subject Matter Content 

Computing state income 
tax returns 



Learning Activities . 

1. Listen to presentation from local ' 

person qn state. ipcome taxes 
sand participate in class discusslofL 



2. Prepare a state income tax return 
using your completed and 'corrected 
copy, of Federal Form 1040A. 

3. Determine and check in class the 
amount of tax owed (using tax 
table) from situati^ons given on 

: "teacher-prepared transparencies. 

4. Exchajige completed state income 
tax return forms with other stu- 

'd6nts and check for accuracy. 



r 
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EVALUATION AND TESTING 



Ways to Evaluate Pupil Growth 
" *~trnrrTes t — - 

* Problem test 

* Project grade 

* Class participation grade 

* Simulation set grade 




EQUIPMENT AND SUPPLIES 



Student 



Teacher 



.Textbook 
Notebook 

Instruction Sheets. 
Office Manuals 
Checklists 
Practice Sets 
Business Forms 
Pen 

Pencil 
Ruler 

Correction Supplies 



Textbook and Manual 
Transparencies 
Tapes, Blank 
Transparency^ Pens 
Filmstrlps and' Films 
Bulletin Board Materials 
Construction Paper 
Wall Charts and Flip Charts^ 
' Posters 
Bankfng Forms 
Payroll Forms 

Accounting Forms* *' ^ 
Federal and State Tax Returns 
Practice Sests and Projects 
Calculators 
Overhead Projector 
Filmstrip Projector 
Tape Recorder 
Typewriters 

Computers '(if availabl*e) 
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APPENDIX A ' 
WORD-FIND PUZZIE 



Directions: Locate the list of banking terms in -the puzzle given below. 

Words can be found horizontally, vertically, or diagonally.. 

WORD LIST: account, alterations, arrears, baJance, bank, bank statement, 
blonkV canceled, cash, cashiers, certified, charge, check, ^ 
^duct, deposit sl;ip, depositor, draft, drawer, forgery, 
— ^ . 4u^h funds,, insuffi6ler\t,-m0ney-ordei^ypnegot4db1e, openi 

overdraft, payee, -payment, personal ,jjetty cash, premises, , 
reconciling^ remit, restrictive,^ signature,' special , stop 
payment, stub, void, voucher 
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RES.TRICTIVETROTISOPEDRF 
EECMQ'L ZSNODPCASHI ERSEOU 
MOCHE CKPSURPSTUGRHGGR HL 
I J I 6 I> .K M' E .C F E E C H A R G E. G S P L 
T0HEN C GCFHCRET4.AIKEJAIS 
GL FALCN I F EKSYJ-TBPRPYRTC 
D R A F, T M I A I R B 0 A C. . 0 * Y Y U M L tJ T E 
BLAN K E NLCNFNPMAUCETVMAR 
JACMHSEGIABADNECNALAB RT 
I N N K L T P C E N E L Q T 0, T R P 5 U - W R I. 
.PEMKDUOFNEGOTI ABL'ET'HR EF 
' ■ V p I D E" B A L ■ T E R 'A T I 0' N S C S ' A Q A I 
NT^FARDREVOGRFUNDS.T SB'P RE 
R E D R 0 Y E N 0 M P F S E- .R U 'T A .N G ' I S D 

* • * q 

S T'O.P P A Y M E N T H U E V/D A C C O U N T 

■7OK.HSACJL I-DEPOS ITSL l'p NOM 

B A N K S- T A T E M .E N .T L W" S E S I M E R P 

DELECN~'AC R DEDUCTSREWA"RDE 
r . VII-IO 
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APPENDIX B 






- . SCRAMBLED WORDS 






• 




Di recti or>s: Unscramble the words, find the hidden banking terms, and 
place in the blank provided. 


\ 


1 

1 . 








TRI TTFQTI Tfl ' 2. ' -- ^ . 
IDLilC-OiLirA • - 1 7 ^ ^ , 




* . 3. 


Pin ATA - • 3. 




4. 


PTLCATA MTTNTESEA 4. ' 


- 


5. 


FNT SOLS "5. . 


— 


6. 


STAESS . 6. . 




7. 


ri FAST nTFPOR 7. 




8. 


NflFTrM AFFTSTTMN ^ 8. ' 


# 


9. 


FTN OTTFRP 9. 




10. 

« 

f 


ATQIINOFT 10. 
1 

• 

^ ■ ■ • - 


V 

• 


uoit^Bnba 'OI 't^Lj-oid t^au , •■6 t^uauiat^^s atuoDui 'g 
pouad ,iBOSL;^ 'i s;9SSB -9 ssoi t^du -g t^uauiat^Bt^s 
IBt^idBD .'-fr iB^LdBD' '£ S9L;Lii.qBLi '2 ^aa'qs aouBiBq 'i :sj9MgUv- 


f 
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APPENDIX A 
WORD-FIND PUZZLE ANSWER KEY 



Directions: Locate the list of banking terms in the puzzle given below. 

Words can be found horizontally, vertically, or diagonally. 

WORD LIST: account, alterations, arrears, balance, hank, bank statement, 
blank,' canceled, cash, cashiers, certified, charge, check, 
dedqct , depos i t si i p , .depositor, Jraft, drawer, "forgery, 
^ full, funds, insufficient, money order, negotiable, opening,, 

overdraft, payee, payment, personal, petty cash, premises, 
reconciling, remit, restrictive, signature, special, stop 
payment, stub, void, voucher 
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SUPPLEMENTARY MATERIALS 

t 


f ' 






Fllmstnps with cassettes ' 








An About Banking ) 
4 cassettes i 4 fiimstnps, 1975 
Learning Arts 

Box 179 ' - ^ \ 
Wichita, KS 67201 








Banking, Financing, and Budgeting 
4 cassettes; 4 filmstrips • 
Learning Arts 
Box 179 

Wichita; KS 67201 








Financial Statements Explained 

5 cassettes;" 5. filmstrips-, 1979 
y . Learning Arts 
Box 179 

Wichita, KS 67201 


• 






Income Tax 

3 cassettes; 5 filmstrips 
Learning Arts. 

Box 179 . , ' 
• Wichita, KS 67201 " 






- 


A Job-Training/Qffice Simulation Approach to Record Keeping 
Sound Filmstrip with, cassette (13236--r4) 
Cotton, L. Joseph, Judith Lima, and Donald Koeppen, 1976. . 
Gregg McGraw-Hill 
P, 0. Box 996 

Norcross, GA 30091 ■ • . 






Money Management Series / 
11 cassettes; '11 filmstrips 
Learning Arts 
Box 179 ' ' 
Wichita, KS 67201 - ^ 


r 






What Is in a Paycheck? . . 

1 cassette; 1 filmstrip 
' Learning Arts ' ^ ' 

Box 179 ' X 

Wichita, KS 67201 


♦ 


/ 
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Practice and ^imulatiori Sets 

^ Business. Simulation 

Gregory, James Co. 

— — — Seventh-Ed i L i o ti , Ca l-dwe-li—Q 1 45 — - — — 

South-Western Publishing Co. 
11310 Gemini Lane 
Dallas, TX 75229 

Clerical Payroll Procedures - 

Fuller. Eighth Edition. K52. . 

Squth-Western Publti_shi^ng , Ca. 

11310 Gemini Lane 

Dallas, TX 75?29 ... 

Personal Record Keeping Practice Set 
Wood. 1976 (71621-8) " 
Gregg McGraw-Hill 
P, 0. Box 996 
Norcross, GA 30091 

Practical' Rqcord, Keeping Practice Set 
Fifth Edition, Baggett, B055 
South-Western Publishing Co, 
' 11310 Gemini Lane 
. ^Dallas, TX 752'29 

Proj^ts *Ia Clerical Record Keeping 
Rosenberg. Fourth Edition, K28 
K283 Restaurant Records, Reports and Payroll 
K285 Payroll Records 
South-Western Publishing Co. . 
11310 Gemini Lane 
Dallas, TX -75229 ^ 

Village Garden Center Business Simulation Set 
B245, Pegboard Payroll System 
Sou th-)Jes tern Publishing Co. 
11310 Gemini Lane 
Dallas, TX 75229 



Textbooks 

Clenlcal and Related Occupations . 
, ' 1970 

West Virginia State Board of Education 

Bureau 'of .Vocational, Technicci] , and Adult Education 

Charlestorf, WV 25300 
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General Record Keeping 
1976. 

Gregg McGraw-Hill Cempany. 

P. 0^ Box 9 96 ' _. 

Nordross, GA 300$1 

Payroll Record Keeping 
1965 

Gregg McGraw-Hill Company 
P. 0. Box 996 
Norcross, GA . 30091 



" Payroll Systems and Procedures 
1970 

Gregg McGraw-Hill, Company 
P. 0. Box 996 
Norcross, GA 30091 

Practical Record Keeping 
1975 

South-Western Publishing Co. 
11310 Gemini Lane 
Dallas, TX 75229 
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RESOURCES ■ 



"Bookkeeping/Accognting/Payroll Clerk." State of Alabama, Department of 
E^ acat i on; ' 1 -97 8. — — — ' 

Cooperative Office Education Curriculum Guidelines . State of Louisiana, 
Department of Education.- bulletin No. 1246, 1974. 

Curriculum Guides for Business and Office Education . Louisiana State 
Department of Education, 1974. 

Pa7ewarir/WiTliams~R7 and Mary Ellen Oliverio. Clerical Office Procedures . 
Cincinnati: South-Western Publishing Company, 1978. 

Stewart, Jeffery R., Jr., et al. Office Procedures . Dallas: McGrav^-Hill 
Book Company, 1980. 

'^Understanding Taxes, 1982." Department of the Treasury, Internal Revenue 
Service, Publication 21. 



\ 
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UNIT VUI . 
BUSINESS MATH/MACHINES 



• INTRODUCTION 

Mastery of basic math ts recognized a^an important basic skill 
for success in the business world. This unit allows tfje students to 
become familiar with the various problems of the business world and to 
Jearn to compute accurate answers using both mental and machine* 
calculations., 

The students will be given activities to reinforce their mathemati- 
cal skills and opportunities to apply those skills whe1i using calculating 
machines to solve basic business problems. 

^ COMPETENCIES 



1. Perform basic math processes with emphasis on speed, accuracy, 
• and neatness • . ' ^ 

2. - Develop techniques and skills necessary for eijiployment using 
\ calculating machines. 

'GENERAL' PERFORMANCE OBJECTIVES/GOALS . 



'2', 
3. 



Demonstrate 'proficiency in«the four fundamental math operations- 
as applied to whole, fractional, and decimal nuiribers. 

Utilize percent to solve problems. 



Demonstrate the proper use of calculating machines. 
4. Solve business problems using calculating machines. 

i 

SPECmC PERFORMANCE OBJECTIVES AND MASTERY CRITERIA 



1. Given 25 problems involving all mat'h functions with whole 
. numbers, students will be able to compute the answers oirt 
written test with at least 75 percent accuracy. ' ' 
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2. Gjven 25 problems involvfng all math functions'with fraction^, 
students will be abTe to compute the answers on a written test 
with at least 75 percent accljracy. ^ - - 

.3.. Giyen 25 problems involving all m^th functions with decimals, 
' students will be able to compute the answers on a written test 
with at least 75 percent accuracy. 

4. Given 25 problems using percentages, students will be able to 
compute the answers on a written test with at least 75 percent 

"accuracy. 

5. Given an illustration of a calculating marchine, students wilV 
be able to. identify the parts of the machine and the function 
of each in class with at least 75 percent accuracy. ' - ' ' 

6. Given a calculating machine and problems, students will be abVe 
to demonstrate the proper touch control techniques oa a 
?0-ininute test with at le^t 75 percent accuracy. 

7. Given a saVes commissions report, sales slip, invoice, and a 
^ payroll register, students will be able to complete each form 

in class using a calculating machine With at least 75 percent 
accuracy. ' . ' , - 

SUGGESTED INTEREST APPROACHES ' ' ' 



1. Give a pre-test to determine the studeats* .mathematical .compe- 
tencies apd weaknesses. 

2. Invite a representative from a local offipe equipment firm to 
demonstrate operation and use of various machines. 



METHODOLOGY 



This unit has been designed to burld mathematical skills' and 
develop proficiency on calculating machines. Instruction will include 
demonstrations, observations, visuaKaids, job instruction sheets, timed' 
drills, and tests. ^ 
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^ . UNIT OUTLINE, 
BUSINESS MATH/MACHINES, 



•I. Basic Arithmetic* Skills -Review- -All Math Functions 



A. 'Wholef numbers 

B. Fractioas 

C. Decimals * 

D. Percent 



r 



II. 'Adding/Calcuiatirig Machines^^ 

' A.- Machine operation/maintenance 
B. Totich control techniques ^ 
G. Machine use . 



) ■ 



SPECIFIC PE!RF(JRMANCE OBJECT-IVES AND LEARNING ACTIvhiES 



1. Giv^n^ 25 problem;5 involving all math functions -witH whole numbers, 
students will be able to compute the answers on a written test wilh / 
at least 75 percent accuracy. " . - 



Subject Matter Content 
Whole numbers 




Learning Activities \^ 

1. Match , the words- associated with 
.Whole numbers, to th^ correct 
definitions. ^ (Appemlix -A) 



Give the place value-^f each 
digit in a six-digit nu)nber. 
(Appendix B) 

Round numbers to the nearest '/ 
K)'s, lOO's, and lOOO's. "... 
(Appendix C) . - 

Solve problems involving additi'on 
and subtraction of whole numbers, 
(Appendix D) ' , * 

Solve .problems involving, the 
multiplication and division* of 
whole numbers. (Appendix E).. 



4. 
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Given 25 problems invoTving all math functions with fractix)ns, stu-, 
dents wiirbe able to compute the-ansWers on a written test with at 
least 75 percent accuracy. - - / ^ 

\ ; 



'Subject Matter Content 
Fractions 



Learning. Activities ^ - 

1. " Identify the numerator *and the 

denominator of each given frac- 
tion^and classify fractions as 
proper, improper, 6r mixed, 
^(Appendix F) . ^ . 

2. Write equivalent fractions fo> 
the fractions given. (Appendix G) 

3. * .Reduce fractions^ to lowest term's, 

convert mixed numbers to improper 
^ra^ttiqns, and convert improper 
fractions to(niixed numbers or 
• whole numbers. {Appendix H) 

4. Find the suma, differences, pro- 
ducts,. and quotients, reducing 
all* answers to lowest terms. 

' (Appendix I) 



Giverf 25 problems involving all math functions with decinials, students 
will be able to comp 
75 percent accuracy. 



will be able to comput^^j^a^iswers ^on a wrHten.test with at least 



- Subject Matter Content Learning Activities . , 

Decimals . 1. Identify the place, value of each 

digit in a numeral with six 
^ • ^ decimal places. (Appendix J) 

* . ' ' , 2. - Round decimals to the fiearest 

whole number,, tenth, "hundredth,/ 
or thousandth. (Appendix K) 

3!: Fihd the si^s, differences, pro- 
^ . . dcicts, and quotients, placing the 

decimal points in the correct 
position in the answers. - 
' . * ' ' (Appendix L) - ' • . 

,4. Multiply and divide by .10, 100, 
■ and 1,000. (Appendix M) 



4. Given 25 problems using percentages, students.wiH.be able to compute 
the answers on a written test witli at least 75 'percent accuracy. 



Subject Matter Content 
Percents 



Learning Activities 

1. Write percents as dfecimals, , 

decimals as percents, and percemts 
-as fractions. (Appendix N) • 

Z. Compute the amount of interest 
on a 'loan usihg the simple inter-' 
est formula. * (Appendix 0) 

3. . Find the amount expended for each 
i'tem. in a family budget. 
(^Appendix P) 



Given an illustration of a calculating machine, students will be able 
to identify the parts of the machine and the function of each 1n 
class with at least 75 percent accuracy. 



Subject Matter Content 

Machine operation/ 
maintenance 



Learning Activities * 

1. Identify the machine parts on 
the illustration :provided. 
Teacher will provide .illustration 
of machine used. 

» 

2. Match each^machioe part with its ' 
funfction. Teacher will provide 
illustration of machine used. ' 

3. List the work habits desired for 
efficient machine operation. 
Compile class list from indivi- 
dual lists. 

4. Demonstrate correct ribbon re- 
placement and paper roll replace- 
ment on machine provided. 



3 
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6, Given a calcuUting machine and- problems, students will be able to 
demonstrat^e the proper touch control techniques on a" 20-ininute test 
with at least 75 percent accuracy. 



Subject Matter Content 
Touch, control techniques. ' 



Learning Activitjes 

1. Practice reaches using the touch- 
control techniques. 

2. Prepare a bulletin board showing 
correct touch techniques.. 



Demonstrate the proper touch 
control t,echniques. (Appendix 




Given a sales commissions report, sales slip, invoice, and a payroll 
register, students will be able to complete each form in class using 
a calculating machine with at least 75 percent accuracy.'^ 



Subject Matter Content 
Machine use 



Learning Activities 

1, Complete pi?T7wtfiA-^trsTR5^ forms, 

' 2, Proofread completed fdrms. 

3. Prepare a bulletin board using 
various business forms. 
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EVALUATION AND TESTING 



Ways to Evaluate Pupil Growth 

* Unit test 

* Accuracy of^ daily work 

* Timed drill-s 

* Touch techniques 



EQUIPMENT AND SUPPLIES 



Student 



Teacher 



Adding/Printing Machine 

Tape 
Pen/Pencil 
Text/Workbook 
Machine Instructional 

Manual 
ChecKlis-t 

Calculating Machihe^ 
Practice Set 
Machine Ribbons - 
Activity Sheets 
Current Tax Tables 



Calculating Machine 
Machine Ril>bons 
Adding/Printing Machine Tape 
Films 

Film Projector 

Transparencies 

Transparency Pjens 

Overhead Projector 

Practice Set 

Timer and/or Stop Watch 

Texts and Instructional Manuals 

Checklist 

Activity Sheets ' ^ 
Bulletin Board Silpplies 
Current Tax Tables 
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APPENDIX. A > 
WHOLE NUMBERS 



Naifie 



Score 



Match the correct definitions to the terms on the right* Write the 
appropriate numbers in the blanks. . 



a» Numbers may be expressed by any one , 
of the ten symbol s, 0 to 9 

b. Numbers that are' added together . 

c. Numbers that are multiplied 

d. Answer to a multiplication problenrt^ 

e. Number that is being subtracted f rom ^ 
another number 



f. " Number by which you divide 

g. Answer to an addition problem 

h. . Number froni which another number 

is subtracted > 

i. Answer to a subtraction problem 
j\ Answer to a division problem 



Number which is left over when, 
division is completed 

T. Number to be divided . 



1* Addends ^ 
^ 2^-^Diffgrence 

3. Digit 

4. Dividend 
^5, Divisor 

6. Factors 

7. Minuend 

8. Product 

9. Quotient 

10. Remainder 

11. Subtrahend 

12. Sum or total 
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* APPENDIX B 
WHOLE NUMBERS 

Name \ . Score 

I. Name the pTace values in the number 623,412. 

a. 6 - ^ 

b. ' 2 " " ■ ' 



c. 3 - 

d. 4 - 

e. 1 -- 

f. 2 -- 



II. Use the numeral 758,216,934 to complete the following exercise* 

a. Which digit is in hundred's place? ' 

• b. '■'Which digit is in ten's place? ' 

c. Which digit is in- one's place? • 



d. .Which digit is in ten thousand's place? 

e, Which^digit is in thousand's place? 

f* Which digit is in million's place? - 



g. Which digit is in ten million's place? 

h. Which-idigit is in hundred thousand's place? _ 



i. Which digit is in hundred million's place? 



ERIC 



III. Write the place value of «each 2 in the following numerals. 
, a. 134,5^7 e. 3,675,402 

b. 926,473 ' ' f. 21,701,390 

c. 2,704 ■ g. 7,329,648 

d. 1,247,658 h. 39,077,201 



" . ' ' 'VIII-9 

o : " ' -334 



1 



APPENDIX C 
WHOLE NUMBERS 



I. Round to the nearest ten. 



a. 93 = 


f. 


4.958 = 


b. 590 = 


g. 


23 = 


c.- 9,360 = . , / 


h. 


907 = 


' d. 475 = 


i . 


678,345 


6. 468 = 


j. 


92,177 ■■ 


Round to the 'nearest hundred. 






a;. 459 = 


f. 


■234 = 


b. 8,910 = 


g. 


337 = 


c. 945 = ' 




4,68S t 


d. 429 = 


i . 


6,793 = 


e. 5,923 = 




933 = 



III. Round to the nearest thousand. 

a. 4,780 = f. 52,905 = 

. b. 5,653 = ' g. 2,469 = 

c. 9,023 = h. 44,689 = 

d. 23,567 = . i. 20,890 = 

e. 178,538 = j. 29,789 = 
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APPENDIX D 

• * 

L Complete the following sales budget record - addition* 



SALES BUDGET FOR PERIOD JAN-JUN. 

BY DEPARTMENT , <*■ . ' 


DEPT. 


JAN. 


FEB. 


MARCH 


APR. 


MAY 


JUNE . • 


TAT A 1 

TOTAL 


1 


1,100 


2,000 


2,300 


2,025 


1,000 , 


2,200 




2 


2,700 


2,100 


3,000 


2,7O0\ 


1,100 


2,500 




' 3 


.1,800 


3,200 


1,200 


3,650 


-2 ,'550 


1,500 




4 


3,100 


^2,200 


1,600 


1,975 


2,500 


3,500 




TOTALS 

















II. Complete the following probjems dealing with subtraction. 



a. 10 ,"199 
^ 9,995 



b. -84,576 c. 1,046 

3,989 . . 659 



d. 622 
555 



e. 49 

37 



f. 19,000 

, 18,889 



g. 73,681 
. 32,492 



h. 2.255 
1.939 



i.-329 
. 251 



85 
68 
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APPENDIX E 



I. Multiplication of whole number: 

What IS the product of each of the following problems?- 

a. 34 X 4 = b. 12 x 5 = ' c. 9x9 = 

■ -e. 15 X 5 = ■_ f. 3 X 20 

• h. ^ X 4'= i... a X 8 = 



d. 33 X 16^ 
g. 3x9= 



./I 



II. Division of whole number.! 

Find the quotient in each* problem, 
a. 



340 
20 



d. 418 

'11 

g. 48 

r- 

j. 105 



b. 462 

IT, 

e. 220 

2F 

h. ' 500 
.25" 

k. 400 

80 



c. 783 

87 

f. 850 
17 



i. 18 
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APPENDIX F 
FRACTIONS 



Name 
I. 



Score •> 



In the foil owing"fracti oris identify- the numerator and the 
denominator of each by filling in the blanks. 



and the 



IL 



i 



III. 



IV. 



a. In the fraction 3/4, the- numerator is 

f ■■ - ■"■ r « 

denominator is _j . 

" In ,tNe, fraction 1/2, ther numerator is ^ and the 

denominator is \. - . 

Write fractions that fit th? following statements. 

a. A fraction wjth a denominator ■ of 15 and a numerator 
of 2. ' • • - 

b. A fraction with a numerator of 13 and a denominator • . 
of 3S. ■' 

A boy cuts a pie into 8 equal pieces and then gives his friend 

1 of the 8 pieces. " .<> . 

a. Which number rep|se;sents the numerator? ' 

b. Which number represents the denominator? • 

c. What fractional part OF|-ihe pie did the boy give away? 

Identify the following numbers by placing "P" for proper fraction-, 
"I" for the improper fraction, or "M" for mixed nuint)er in the blanks. 



a. 3/4 

b. 1/4 

c. 'l/i ;* 

d. 16/2 , 



e. 4/4 

f. 8 1/3 

g. - 9-3/3 

h. 7/3 . 
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APPENDIX G 
FRACTIONS 



Name 



Score 



1. Write four different fractions that are equivalent to the number 
one. 



a. 
b. 



c. 
d. 



II. Write two different equivalent fractions for the fractions given. 

a. 1/2 = d. 1/4 = 

b. 2/5 = . ^ • e. 1/3 = _^ 

c. 4/5= f/ 3/8 = 



* III. Write each of the following equivalent fractions as indicated. 



a. 


2/3 = 


/18 


d. 


1/5 = 


/30 




1/8 = 


/24 


e. 


2/7 = 


/ai 


c. 


2/ id = 


~ /40 


f. 


7/9 = 


/81 
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APPENDIX H- ^ 
^ FRACTIONS '- * 

I. Reduce each fraction tp its lowest term, 
a. 10 ' d. 8- 

~ir ' 1^ _ 

■ b. 9 ' , e. 6 

IF .T" _ 

c. 28 " f. 35 

48 ■ ~?9~ 



'II. Change each improper fractioil to a mjxed number. - 
a. 13 d. 21 



b. 26 , e. 47 
"12" , 15 

c. -^ 62 ' • f. 48 

IT ' ~W 



1 



^11. Change each mixed number to an improper 'fraction. 
3- ^ d. 12^ - 



.b. 4 e. 2l| 
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APPENDIX I 

■ Name Score 



Compute the following problems. Express your answers in .Iqwes.t terms, 
a. ' '3 - ' b. -2' c. 2 i - d. 3 I 



8 • -3 



■'••2 4 



f *2 — 

14 - 



^ 5 



2 - 5 

3 .. , 1 



k. 6'^xi = 



i - • /- 

_3_ ■ • ^ 

5 ~ • * Vi 



7 • h. 3 ' ' i. 3 I j. 2 i 



I +4 2_ 




Name 



I. Write the plac€ value of each of the digits^7»- '0.867293. 
a. 3 = ■ *• ' - 



b. 9 = 

c. 2 = 

d. 7 = 

e. 6 = 

f . 8 = 



II. Complete the following statements. 

EXAMPLE: In the number 0.587613, 5 means 5 tenths 

a. In the number 0.587613, 8 means 8 

b. In the riumber 0'.587613, 7 means 71 

c- In the dumber 0.587613, 6 means 6 

d. In the number 0.587613, 1 means 1 

e. In the number 0.587613, 3'^ means 3 

A . ■. 
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APPENDIX K 
• DECIMALS 



Name 



Score 



I. Round the following decimals to the nearest whole -number. 

a. 5.8 = . d. 2.50395 = .' , ^ 

b. 1.5 = e. 43.219 =' 
•c. 43.51 = . f. 344.61 = ' 



II. Round the following decimals to the nearest tenth. 

a. 3.12 =" _ d. 15.24 = 

b. . 33.32 = ' e. 34.33 = 

c. 1.61 = ' " f. ,3.72 = 

III. Round the following decimals to the nearest hundredth. 

if 

a, 1.3A6>^ -^ '»*-- , d. 345.697 = 

. b. 23.995 = e. 55.'9356>»-s 

c. 9.0378 = .f;»^J7.893 = 

IV. Round the following decimals to the nearest thousandth. 



a. O.Si90 = 

b. 12.9903 = 

c. 332.69403 = 



^ d. 3.6932 = 
e. 678.3590 ='^ 
f; 59.33092 = 
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APPENDIX L 
DECIMALS 



Score 



I. Add the following decimals, 10j:at1ng the,decfnial points 'in the sums 
or tiotals. 

T 

If. 2.7 + 4..8 = d. 2.5 • e. 43.0901 

' • + 29 . + 7.25 

b. 937 + 0.066 = • . ■ • , 

c. 478 + 41.801 = 



II. Subtract tlie following decimals, locating the dej:imal points in 
the difference. 

a. 379'- 4.57 f d. 490.25 - 8.3301 = ^ . 



b. .56 ,0123- = 
C-. 53.69 --2.54 



e. 1.098 - .653 

f. 23 - .25 = 



r 



III. Multiply the following decimals, lorating the decimal points \w 
'the products- ' - 



a. . 2.57 X 83 = 

b. .019 X 24,3 = 

c. • 51.790,;^ 4.32,; 



0 



d/ 34.02 X '44.23 

e. 678 X .25*= 

f. 33 X 8.90 = 



lyj Divide the following decimals by decima-ls, locating the decimal 
-points 1n the quotients. ./\ 



a. 0.2 ) 5.3301 



b. 3.255 ) 5689.1 

c. 55.1 ) 3156.902 J 



d., 3.2 ) 34.562 



e. 35.1 ) 923014 



f. 22.2 ) 45709:12 
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APPENDIX M. 
DECIMALS 



Naifle 



Score 



I. Multiply -these problems. 
/ 

a. 354 • 
X 10 



b*. 34.5241 
X 100 



c. 34.913 
X 100 



d. 5198.7 
X 100 



.e. 459.235 
X 100 



II. Divide these problems, 
a. 298 _ 



10. 



c. 4509 
1000 



b. 4.901 



100 

d. 590123 
1000 



f.' 0.00678 
X 1000 



e. 65.19 

~IOT- 



f. 45.0.8 J 
100 



/ 



"7 

V 
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APPENDIX N 
PERCENT 

I. Write each percent as a decimal.' 

a. . 67% ____ d. 125% 

b. " 15% i_ . e. 82% 

• * 

. , c. 8% ' f.''6.2% 

II. Write each decimal as a percent. 

a. .42 ' d. 1.03 

b. .02 e. .007 

c. .89 " f. .9 

III. Write each percent as a fraction. 

a. 15% d. 5% 

b. 65% e.- 20% 

c' 120% X. f. llHIo 

IV. Write each fraction as a percent. 

a. 1/4 d. 7/ff _ 

. b. 5/8 e. ' 1/2 _ 

^, 2/3 . • f. 5/6 
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APPENDIX 0 
SIMPLE INTEREST 



Problem 1. Using the simple interest formula: 

Interest = Principal x Rate x Time (Years) 

find the interest on a $U200 loan for 8 months ^t an 
interest rate of 6%. 



Problem 2. 



Solution: I = P x R x T 
I = $1,200 X 



% X 



IT 



I 



When the time is shown in days consider each month to have 
30 days, witii a total of 360 days in a year. Find the 
interest on a $1,200 loan made'on July 6 and due on September 16, 
with interest at 6%. 

Solution: I = P x R x T 





Length of time = 


days 




I = $ 


X 










360 




I = 






Fill 


in the chart 


below. 


/ 




Principal 


Rate 


• ' ' r 

Time Interest 


1. 


$2,400 


6% 


240 days "* 


2. 


$1,500 


S% 


90 days - 


3. 


$1,800 


10% 


9 mo. 


4. 


$3,600 


7h% 


10 mo. 


5. 


$1,400 


5% 


May 10 to Nov. 6 
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APPENOIX P 



FAMILY BUDGET 



I. Jim Manny's net earnings for the month are ^1,200. The chart below 
shows his expenditures for the month. Find the amount spe-nt for ( 
each item on the. chart. 




II. 



a. 


Household 


$ 


b. 


Food 


$ 








c. 


Clothing " 


$ 


d. 


Savings 


'$ 


e. 


Recreation 


$ 


f. 


Church 


•$. 


g. 


Miscellaneous 


$ 



Mary Smith receives $150 a month for her college expenses; The 
list below shows how she will spend her money this month. Find 
what percent she has budgeted for each item. 



a. Books 

b. Clothes 

c. Recreation 

d. Miscellaneous 

e. Savings 



$24 or 

$50 or 

$25 or 

$30 or 

$21 or 



1 
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APPENDIX Q 
CHECKLIST FOR TOUCH-CONTROL TECHNIQUES 



Name of Student 



Date 





Excellent 


Stronq 


Average 


Weak 


Poor 


1, Knowledge of keyboard 












Relaxed position irf 
2, front of machine 












3.^ Feet on the floor 












4. Fingers well curved 












Correct home-rjow 
5. position 












Finger-reach with 
6. fingers close to keys 












Hands, wrists, and 
7, arms relaxed 








-I — 




8, Uniform -key-stroking 












Keys struck with 
9, coirrect finger 


— * . 






• 




10, Instant key release 












11, Eyes on copy 




• 








12, Speed potential 












13, Accuracy potential 












14, Work habits 












Arrangement of 
15, materials 












* 

16. Follows directions 












Rhythm pattern 
17. continuous 












Strives for 
18, improvement 












19\ Concentrates on copy 












20, Practices with purpose 








'A 


\ 
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ANSWER KEY 
APPENDICES A, B, AND C 



APPENDIX A 

a. 3 d. 8 ~ g. 12 

b. 1 e. U # h.a. 7 

c. 6 f. 5 ^. 2 

APPENDIX B " 

Part I • , ^ 

a-. ,6 — hundred thousands c. 3 — thousands 

b. 2 — ten thous^ds. d. 4 — hundreds 

' Part II 

/ 1 

.\a. 9 d. 1 ' 

b. 3 ■ e. 6 

c. 4 • ■ . f. 8 

Part III ■ . 

/a. tens e. ones 

b. ten thousands ■ ' f. ten millions, 

c. thousands , . g. ten thousands 

d. hundred thousands h. hundreds 

APPENDIX C. 

Part. I . • ^ 

a. 9 d. 48 g. 2 

b. 59 e. -47 h. 91 

' c. 936 f. 496 i. 67,835 , 

Part II '. ■ . 

a. 500 d.. 400 " . g. -300 . 

b. 8,900 e. 5,900 ' h. 4,700 

c. 900 . f. 200 i. 6,800 

Part III ■ 

aT 5,000 d. 24,000 gV 2,000 

b. 6,000 e. 179,000 h. 45,000 

c. 9,000 ' f. 53,000 'i. 21,000 
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ANSWER KEY 



APPENDICES D AND E 



APPENDIX D 



Part I 

Totals -- across 
Dept. 1 10,625 
Dept. 2 14,100 

Totals -- down 
Jan. 8,700 
Feb. 9,500 
March 8,100 ( 



Dept. 
• De{)t. 



3 13,900 

4 14,875 



Apr. 10,350. 
May 7,150 
June 9,700 



Grand total — $53,500 
Part II 

a. 204 

b. 80,587 

c. 387 

d. 67 . ' 



e. 

f. 

g- 



12 

111 

41,189 



APPENDIX E 



Parf I 



a. 135 

b. 60 

c. 81 



d. 
e. 

f,. 



528 
75 
60 



Part II 



a. 17 

b, 14 
C 9 
d. 38 



e. 
f. 

g- 

h. 



10 
50 
6 

20 



35.1 
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ANSWER KEY 
APPENDICES F AND So ' . . ' 

APPENp^IXT 

Part I . - , ' ' .. ' . . '. . 

a." 3,4 b. 1,2 

Part II . . . 

• « 

a. 2/15 . ' ■ ' b. 13/35 

Part III . • / * 

a. 1 • b. 8 ■ ' . c. .1/8 

Part IV w ' . 

a. P .C.I e. I g. M 

b. P ^ d. I f. M " h. I 

V ' APPENDIX G - * ■ • 

Part I. - 

a. 2/2 ' b. 3/3' . c. 4/4"' d. 5/5 

Part II . . • • 

a. 2/4, 3/6 c. 8/10, 12/15 e. 2/6', 3/9 

b. 4/10, 6/15 ^ d. 2/8, 3/12 ^ f. 6/16, 9/24 

Part III • , 

a. " 12/18 ' C-. ",8/40- e. 6/21 

b. 3/24 . d. 6/30 f. • 63/81- 
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ANSWER KEY 
APPENDICES H, I, AND J 

c 

APPENDIX H 



Part I > 

a". 5/6 
b. 3/5 

Part II 

a. 1 6/7 

b. 2 1/6 

Part III 

a. li/3 
b-; 35/4 



c. 7/12 

d. 2/3 



c. 

d. 



2 16/23 
2 5/8 



c. 41/6 

d. 25/2 



e, 2/3 
f ■. 5/7 



e. 3 2/15 

f, 3 



.e. 108/5 
f. '119/8 



APPENDIX I 



a. 1/24 

b. 1 5/12 

c. 3/4 

d. 4 9/10 



e. 
f. 

g. 

h. 



1 1/8 
1 8/21 
13/24 
1 7/20 



1 . 

j. 
k. 
1. 



\ 

7/12 
7 19/35 
1 3/8 
8/15- 



APPENDIX J 



Part I 

a. milliont'^s 

b. hundred thousandths 

c. ten thousandths 



d. thousandths^ 
, e. hundredths 
f. tenths 



Part II 

a. hundredths- 

b. thousandths** 

c. ten thousandths 



d. hundred thousandths 

e. millionths 
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, ■ ' ANSWER KEY • ^ 

APPENDICES K AND L 

APPENDIX K ' ■ 

Part I ' ^• 

.a. 6 . * ' . c. 44 ■ - e. 43 - 

b. 2 d.. 3 ■ f. ^45 

Par-^II • ■ • • 

a. / -3.1 ' . c. 1.6 e. 34.3' 

b. 33.3 d. 15.2 _ f. 3.7- 

Part III • ■ , 

a. 1.35 ■ c. 9.04 ' e. 55.94 

b. 24.00 - , d. J45.70 f. 77.89 

Part IV • ' ' 

a. .679 c. 332.694 • e. 678.359 

b. 12.990 ' d. 3.693 - f. 59.331 



Part I 



APPENDIX L 



I 
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a. * ^.5 ' c. 519.801 ^ e. ^0.3401 

b. 937.066 d. 31.5 

Part II . ' 

a. 374.43 c. 51.15 e. .445 

b. J Mil . ' d. ■ 481.9199 f. 22.75 

Part III ' ' ■ 

a. 213.31 • . ' c. 223.7328 e. 169.5 

b. .4617 d. 1504.7046 . f. 293.7 

* • 

Part IV ' ' - ' • 



a. 26.6505 c. 57.29404 . e. 26296.695 

b. 1764.062 .d. 10.800625 , f.. 2058.9693 



ANSWER KEY 
APPENDICES M AND N 

^ • APPENDIX M 



Part I 

a. 3,540 

b. 3,452.41 

Part* II 

a. 29.8 

b. .04901 



c. 3491.. 3 

d. 519,870 



c. 4.509 

d. 590? 123 



e. 45, 923.. 5 

f. - 6.78' * 



e. '6.519 

f. .4508 



APPENDIX N 



Part I 



a. 
b. 



.^7 
.15 



c. .08 

d. 1.25 



-e. .82 
/f. .06a 



Part II 

42% 
b. 2% 



c. 89% 

d. 103% 



e. .7% 

f. 90% 



Part III 

a. 3/20 

b. "13/20 

Part IV 

a. 25% 

b. 62 1/2% 



c. 6/5 

d. 1/20' 



c. 66 2/3% 

d. 87 1/2% 



e. 1/5 

f. 1/8 



e. -50% 

f. 83 1/3% 



/ . 
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Problem 1 
Solution: 



Problem 2 
Solution: 



- ANSWER KEY * ^ 
APPENpfCES O'AND P 

APPENDlY a^" ■■ 



I = P- X R xj 
I = $1200 X 6% X -8 
' 12 

I = $48 



I 5 P X R X T 
Lertath of time = 72 da\ 
I = $1200'x 6% X 72 
360 

I ■=■$14.40 



Problem 3 

1.. $ 96.00 

2. ' $ 30.00 

3. $135.00 



pW I 

a. $360.00 

b. $3oa.oo 

c: $180.00 
d. $ 96.00 

Part II 

a. 16%". 
b; 33 i/3% 

c. 16 2/3% 



4. -$225.00 

5. - $ ^5.00 



APPENDIX P 



e. 
f. 

g. 



d. 

"e. 



$120.00 
$ 60.00 
$ 84.00 



20% 
14% 
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SUPPLEMENTARr MATERIALS 



Filtn/Filmstrip 



Accounting and; Calg^uTatlng Machinefs 
Teaching Aids- ''Incorporated 
-307 South B Street 
San^ateo, CA '94401 ^ 

Ten-Key Touch Training Course 

JEducational Developmental Laboratories, Inc. 
284 East 'Pulaski Road 
Huntington-, NY 11743 



Simulations 



Calculatigg Mgchine^ "Simulation • 
3d ^<ii-ticin 

South-Western Publishing Company 
: 11310- Gemini lane 
Dallas, n ' 75229 " 

Clerical- Pay rol 1 ProEgdures 

8th edition ... c c 



, South-Weirtern Publishing Company 
^11310 Gemini Lane 
Dallas, TX 75229 - 7 • ^ ' 

Machine QfT'ice Practice j '"' 
2d edition ^. ° i 

South-Western. Ptibl-ish-ing Company 
11310 Gemini Lane - 
Dallas, TX • 75229, 

Unlimited 
.Gregg McGraw-Hill Book Company 
P.- 0. Box 996 '-' , 
Norcross, GA 30091 
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Teadhing Aids 

Calculator Fun 

Jy Weston Walch, 
Bc/x 658 , 
y-P&rtland, ME 04104-0658 ■ 

Duplicl^tor M'^sters for Basic .Math 
J; Weston Walch 
Box 658 \ ' \ 
Portland/ ME 04104-0658 

* " • '• . / :viii-32 
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Textbooks 



Applied Ari'thffietic for Distribution . 
Instructional Materials Center 
The University of 'Texas at Austin^ 

• 200 West 2l5t .Street 

Austin, TX 7$712 - ' ' ^ 

Calculator Applications for Business Careers 

South-Wesxern PubJ i shing-Comf^any — - 

11310 Gemini Lane* 

Dallas, TX 75229 
* ' , 

Consumer Economic Problems 

South-Western Publishing Company 

11310 Gemini Lane 

Dallas, TX 75229 

Electronic Display Calculator Course 
South-Western Publishing Company 
11310 Gemini Lane 
Dallas, TX 7522;9 

How to Use Adding and Calculating Machines 
Gregg McGraw-Hill Book Company 
P, Q, Box 996 

Norcross, GA 30091 , . 

Math in Everyday Life 
J. Weston Wal^h ' 
Box 658* 

Portland, ME 04104-0658 

; 

Mathematics for the Consumer 
3d edition 

South-Western Publishing Company 
11310 Gemini Lane 
Dallas, TX 75229 

Ma,thematic$ Sk.ill Builder 

4th edition , ' / ^ 

South-Western Publishing Company 
11310 Gemini Lane 
Dallas, TX 75229 , ' 

Vocational Math for Business - 
2d edition* ^> 

South-Western Publishing Company 
11310 Gemini Lane 

• Dallas, TX. 75229 
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RESOURCES 



Cornelia » Nicholas J., et al. Office Mcichtngs Course ^^^th edition. 
Cincinnati': South-Western PubJistting Company, 1979. 

Fairbank, Rosv/ell E. and Robert A. Schultheis. Applied Business 

Mathematics , 11th edition. Cincinnati: South-Western Publishing 
Company, 1980. , • 

* • ) • 

Huffman, Harry, et al . Math for Business Careers . New York: Gregg ' 
McGraw-Hill Book Company, 1975. ' 7 . , 

Mason, Lpuis 0.- Challenges in Business Math . Portland: J. Weston 
Walch, 1979. 

Nelson, Frank E. Group Instruction for Cooperative Progry ns. Stillwater: 
State Department of Vocational and Techni-cal Educajnon, 1978. 

► , • 

PasewarkTT'iniam R. Electronic Printing Calculator , 2d edition. 
Cincinnati: South-Western Publishing Company, 1982. ' 

Pasewark, William R. Ten-KeS^ Listing Machine , 5th edition. Cincinnati: 
South-Western Publishing Company, 1981. 

Voelker, Pamela. "A Motivational Technique for Business Math.'^-Th^ 
, Balance Sheet , September, 1977. " ^ N 
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UNIT IX ■ 
TYPINa REVIEW 



4NTR0DUCTI^fl 



, , Typewriting skills are%n essential elenient*for successful office 
employment. Therefore, this uni^ has been- designed to improve the 
student's typewriting skills and knowledge. The emphasis will be on 
development of decision-making skills used by all office' personnel . 



. COMPETENCIES 

1. Increase' typewriting proficiency. 

2. Produce mailable business documents. 

GENERAL PERFORMANCE OBJECTIVES/GOALS 

\\ Exhibit ability to produce mailable business letters and other 
* office communications. 

2. Increase production typewriting proficiency:^ 

3. Improve correction' and proofreading skills. 

4! Develop ability to properly care for -fnd^maintain typewriter. 

SPECIFIC PERFORMANCE OBJECTIVES lAND M/\STERY CRITERIA 

1. Given business letters in unarranged form on production test, 
* students will be able to produce three mailable letters in 
. 50 minutes. ' • 

"2. After a classr^m review on tabulation, students will be^able 
to type two tables with correct horizontal and vertical place- 
ment in 40 minutes. 

3^ Given a manuscript in rough-draft form, students will be able 
to complete irf class a. multiple-page manuscript with at least 
75 percent accuracy. ^ ' , . 

4. Given a five-minute timed writing test, stude nts will be able 
, to demonstrate a 10 parcent increase in speed and accuracy on 

straight-copy material. 



5. Using pointed forms, students'will be-able'to type in. class the 
requested information witH^lOO -percent- accuracy. 

6. In producing mailable copy in class, students will lie able to 
use one correctiorv method effectively. 

7. Given' business letters in arranged form, the students will be 

' able to produce in class two mailable letters and carbOn copies 
with at least 75 percent accuracy. 

8. After a classroorti demonstration, students will be able to exhibit 
ability to change a ribbon on a typewriter in, ten minutes. 



SUGGESTED INTEREST APPROACHES 

1, Give sprint drills to increase speed in typewriting. 

2, Keep a bar graph of timed writing results. Post gains in speed^ 
following each timed writing, 

3, Award certificates for tinned" writing ac-hievement. 

. ^ • METHODOLOGY 

r 

Thi$ uf^t on typing review is designed to provide students with an 
opportuhity to work individually and in groups. In addition, a minimum 
.amount of lecture for review," discussions, and teacher demon^ration will 
be used. 



/ 



UNIT OUTLINE 
TYPING REVIEW 



I. Business Letters 

A, Parts of a business letter 

B, Letter styles arid'^ punctuation-* styles 

C, ^ Placement * j " J:i 

Envelopes--ty^ng, folding, and inserting 
E, State abbreviations and ZIP code$. 

11. Tabulation 

A- Horizontal and vertical centering 

B, Unruled, ruled, ,and boxed tables 

£• Column headings 

, D. Tables contained in letters. and reports 



III. Manuscripts 

A. Page-line gauge ^ "? 

B. Single- and multiple-page manuscripts 
• C. Manuscript styles 

0. Footnotes ^' ' . 

E, Bibliographies, title pages, and tables of content 

IV, Speed and Accuracy 

A. Paragraphs 
Bfi Numbers 
*C, Production 

V. Special Problems in Office Typing *^ 

A, Printed forms 

B, CarbOfK copies • > 

C, Roug»raft typing 

D, Cor region methods 

E, Machine maintenance 

. ' / 

SPECIFIC PERFORMANCE OBJECTIVES AND 'LEARNING ACTIVITIES 



Given business letters in unarranged form on a production test, 
students will te able to produce three mailable letters in 
50 minutes. 



^ Subject Matter Content 
Business letters 



Learning Activities ■ ' 

1. Complete a worksheet from a 
workbook on parts of a business 
letter. Check in class. 

2- Prepare alMjlletin board on 
business letter styles, 
.punctuation, and placement. 

3. Review handout 6n official two- 
letter state abbreviations. 
(Appendix A) 



4. Practice typing, folding, and 
inserting letters into envelopes. 
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2. After a classroom review on tabulatiorl, students will be able to 
type two ,tables with correct horizontal and vertical placement in 
40 minutes* 



Subject Matter Content 
Tabulation 



> 



Learning Activities 

^ 1. Complete activity sheet given in 
workbook on horizontal and 
vertical centering. ' . 

2. Type tabulation problems with 
two and three columns. - 

3. Ty{)e tabulation problems with 
' column headings in different 

tabulation -StyJas^. ....^ .. . 

4. Divide into smaTTgrOups and 
evaluate the preceding activities, 



3. Given a manuscript in rough-draft form, students will be able to 

complete fn class a multiple-page manuscript with at least 75 percent 
accuracy. 



Subject Matter Content 
"^Manuscripts 



Learning Activities 



1. 



3. 



Review the use of a page-line 
gauge for use in typing a manu- 
script. (Appendix B) 

Type a multiple-page manuscript 
(with footnotes) given in unarranged 
form. Use Appendix 

Cornpo's.e and type a report using 
manuscript rules, 

Cory^ect copy from Activity 3 ^ 
using proofreader's marks. 

Exchange papers (from Activity 4) 
with peer and retype from corrected 
rough draft'. / 
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Given a five-minute' timed writing test, students will be able to 
demonstrate a 10 percent increase in speed and accuracy on straight- 
copy material . 



Subject Matter Content 
Speed and accuracy 



Learning Activities 

1. Pracitice for speed by taking ten 
spript speed drills on sentences, 

2. Type five paragraphs in a foreign 
language from drill book to 
increase accuracy. 

3. Divide into pairs and proofread 
paragraphs from Activity 2. 

4. Record speed and accuracy levels 
in notebook to show increases 
and decrgases in speed. 



5. Using printed forms, students will be able to type in' class the 
requested Information with 100 percent accuracy. ^ 



Subjec^t Matter Content 
Printed forms 



Learning Activities 

1. Discuss in small groups what 

information might be requested , 
on printed forms • 

2.. Type the requested information 
on the fallowing forms: W-4, 
application for a social' security 
number, invoice, purchase order, 
^ and memo. • - 

3. Survey local businesses to 
determine types of forms used 
and report to the class. 



6. In producing mailabl-e copy* in class, students will be able to use 
one correction method effectively. • ' ' , ^ 
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Subject Matter Content 
Correction methods 



Learning Activities 

L Survey the market of available! 
correctio\ methods • Have a "Show 
and Tell dV-" 

2. Interview secretaries to find out 
their preferred correction method, 

* Discuss findings in class. 

3. In a. group distussion^; list t[ie 
advantages and. disadvantages .of 
available correction methods* 



7. Given business letters in arranged form, the students will be' able 
to produce in class two mailable letters and carbon copies. with at 
least 75 percent accuracy. 



Subject Matter Content 
Carbon copies 



Learning Activities 

1. Divide into groups and choose 
one of the following activities 
to demonstrate to the class: 

a. Steps in assembling a carbon 
pack using the "Show and Tell' 
approach, 

b. Procedure for erasing errors 
on a carbon copy. 

c. Corrections using correction 
fluid, correction tape, and 
eraser. 

d. Results of reversing carbon 
paper. 

"e. Corrections after removing 
paper from machine, 

2. Type two business letters in the 
follow4ng styles with one carbon 
copy in /mailable form: 

a. Block with open punctuation. 

h: Modified block with paragraph 
indentation and nfixed^ 
- punctuation. 



8. Afjer a classroom demonstration, students will be able to exhibit 
ability to change a ribbon on a typewriter in three minutes. 



Subject Matter Content 
Typewi?iter maintenance 



Learning Activities 

1. "Demonstrate the steps used in 
changing *the ribbon on a 
typewriter. 

2. Practice changing the ribbon. 

3. Listen to /a -repair person discuss 
preventive typewriter 
maintenance. 
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Ways to Evaluate Pupil Growth 

* Timed writings on paragraphs 

* Timed writings on numbers 

* Production test^ • 

Unit test ♦ 



Student 



EQUIPMENT AND SUPPLIES 

0 

Teacher 



Typewriter 
Textbook 
Typing Paper 
Carbon Paper 
Envelopes 

Correction Materials 
Reference Materials 
.Printed Forms 
Page-line Gauge . 
Worksheet of Letter, Parts 
Notebook 



Typewriter 

Textbooks and Manuals . 
Bulletin .Board Materia^ls 
Construction Paper . 
Wall Charts 
Office Manuals 
Reference Manuals 
Printed Forms 
Typing Rulers 
Typing Paper ^ 
Carbon Paper 
Envelopes 

Correction Materials 
Paper Cutter 
Typewriter Ribbons 
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APPENDIX A' 
^ TWO-LETTER STATE ABBRE\/lATIONS - 
■ FOR USE WITH ,ZIP CODES 



Old- ~ ^ New ' Old 

Ala. -At - Mont/ ' 

Alaska • . AK ^ ' Nebr. 

Ariz.- AZ - i 'Nev. 

Ark. ■ AR " • N.H. 

Calif. ' ' CA N.J. 

Colo. .CO N. Mex. 

Conn. ■ CT N.Y. 

Del. ^ DE N.C. , 

D.C. DC ' N. Dak." 

Fla. PL , Ohio 

Ga. . 6A . Okla. 

Hawaii HI Oreg. 

Idaho ■ ID Pa, 

111. IL . P.R. 

Ind. IN R..I. 

Iowa- TA S;C. 

Kans. -.KS.. , S,_Daic_- 

Ky. KY ' Tenn. 

La. LA ' Tex. ' 

Maine KE Utah' 

Md. MO Vt. 

Mas5. MA - . VA.. 

Mich. MI ' Wash. 

Minn: MN W. Va. 

Miss. MS * Wis. 

Mo. MO Wyo. 
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SUPPLEMEI^TARY MATERIALS 



Cassettes 



Typewriting DrilTs for Speed and Accuracy 
87527-8 (10 cassettes) 
^ G.regg McGraw-Hill Book Company 

P. 0. Box 996 f 
Norcross, GA 30091 



Typewri ti'ng Speed/Control Bui 1 di ng 
T076 (4 cassettes) 
South-Western Publishing Company 
11310 Gemini L-ane' » 
Dallas,' TX 75229 



Films trips with Cas'seUgs ' 

Ski 1 1 Devel opment—EI ectri c Typewri ter 
88770-5 (6 filmstripsj ^ 
Gregg McGraw-Hill Book Company 
J P. 0. Box 996 - ^ 

Norcross, GA 30091 



Textbooks 



Gentury 21 Typewriting 

T70 (Complete Course) 
South-Western Publishing Company 
11310 Gemini Lane 
Dallas,- TX .75229 
I 

Gregg Typing. :.3eries Six" 

• 38241-7 (General Course) • • 
" " Gregg McGraw-HilTBook Company 

P. 0. Box 996 

Norcross, GA 30091 

Secretarial Off 'ice Procedures 

Oliverio and Pasewark, Ninth Edition 
,K33. (Textbook) 

South-Western ■ Publ i shi ng Company 
11310 Gonini Lane 
Dallas, TX 75229 

Typing Power drills - • ' ^ 

Lloyd, Rowe, and Winger; Second Edition 
'38171 

Gregg McGraw-Hill ^ook Company 
P. o: Box 996 ' ■ 

Norcross, GA ••i)091 



Trans aarenci 



es 



\ 



ERIC 



Production Transparencies ^ 

. 86313-X (60 transparencies) 
• ^ Gregg McGraw-Hil? Book Company 
'0. Bpx 996 * ^ : 
Norcross,.GA 30091 

Volume IV— Typewriting Special implications' 
T802-4^ ' \ ■ • 
^South-WesteVin Publishing Company 

' 11310 Gemini Lane 
Dallas, TX 75229 

^ Volume III"-Typewri ting- Production 



T802-3 

South-WSstern Publishing' Company 
11310 Gemini Lane 
Dallas,' TX 75229 



Miscel langpus ^ 



\ 



\ 



Eundaaentals of the Research Pajter 

Kl05 J ■■ ' \ 

^ Kenneth Publishing Company • .■ - 

Box 09074-W' 

Chicago, IL 60609 " . . ' ■ 

' • - / *■ 

Srlbw Country Typewriting Practice Set 

' KOI. (Student i-nstruction manual, .'business forms, and 
4- fSlders for 20 jobs) * ' \ 

; "South-Western Publishing Company . 

•11310 Gemini Lane . '"'^ 

^ Dallas, TX 75229- - ■ . . " ■ 

Typewriting Speed Chart .■ ' ■ < 

, X2185 ■ 

* South-Western Publ ishing ^Company , ' ' 

1131().' Gemini Lane . ■ " , . -«i ^ 
Dallas, TX '75229 -/i , > ' - ' ' , 

Typewriting. Sty.Te f^anual ' * . s . ■ 

T809 • . . 

, South-Westera Pubfishing Company , " ' 
, 11310 Gemini -Lan&J ' - . ' 
Dallas, T^. 75229 ' , 
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RESOURCES ^ 



"A Catalog of Performance Objectives., Criterion-Referenced Measures, 
' and Performance -Guides for Secretarial, Stenographic, Typing, and 
Related Occupations." Virginia: Vpcational-TecKmcal Edit^at.ion 
Coasortiunivof States. 

Lloyd, Alan C, et af. Greao Typing. Series Six, Typing' 1, General . 
Course . New-York: McGraw-Hill Book Company, 1977. 



^Cetali Gregg Typing, Series Six, Typing 2, Adva nced 
b. New York: [tcGraw-Hill Book uompany, 1977. 




lloyd, Alan\^et/a^. Gregg Typing f or Colleges. Complete Course, 
New Yor\rjp:raw-Hill Book Company, 1979. 

Maoh, K. A., et al. Typewriting; A Mastery Approach. Chicago: Science 
Research Associates, Inc., 1978.- 

Moon Harry C Tynrn n -From RougTi Drafts , - -Student Projects Book (For . 
Advanced T^&iTOng) ^ New York: Milady Publishing. Corp., 19^7. . 

Wanouas S. J.,\ al.' College Typewriting . Tenfh Edition. Cincinnati 
Ohio: Soirth-Western Publishing Company, 1980. 
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UNIT X 
■ SHORTHAND. REVIEW. 

INTRODUCTION 

I The. Department of Laborr^s Occupational Outlook Handbook for l978-:79 
Indicates that there are 295,000 projected annual openings from 1976-1985 
for sepretaries and stenographers- These se.cretaries and, stenogralf>fiers 
must, be able to produce mailaWe copy for continued employabili ty and 
promotability. '^^ - sr> ^ . 

This unit offers sugcfestiorfs to aid students' in attaining entry- 
level skills by reinfocciftg shorthand theory and building trans^iption 
competence with' emphasis on proofreading and ma'ilabili ty, 

. ' COMPETENCIES 

Is. Build dictation S;peed including specialized vocabulary. 



2. Develop s1ci lis necessary 'for the production of mailable copy* 
^ GENERAL PERFORMANCE'OBOECTIVES/GOALS ' 



1. euild dictation skills for entry-leveV, positions. 

2.. Dev^ op' ability' to produce mailable co^resporidence from 
dictation, , * . ' 

3. (Demonstrate proofreading ability, 

SPECIFIC pSfORMANCE OBJECTIVES AND MASTERY CRITERIA V 

1, From a dictated list of words contaifiing all shorthand princi- 
pl;es, students will be able, to write the shorthand -characters 
ar)^ transcp'be them with at least J5* percent accuracy, 

2; On a dictation test,' students will be able to increase their* 
^ speed by 'at least ten words a minute, ^ \ ^ 

3» Given dictation at 60-70-80 words per minute, students will be 
able to transcribe in class two average-ltfngth- letter^ in 
- mailable copy form, ^ A; 
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4. In a classroom situation, students will be able to contribute 
at leaa^f pne example of proper punctuation and capi ta*l i'zation 

usage for each rule. , - ''^N 

I ' ^ • 

5. On a written test, students will be able to identify a list of^ 
proofreader's marks with 100 percent accuracy. ^' . • 

* I ' 

6. On a written test, students will^-fee-^a^cto locate typographical 
and subject-matter errors in santencesVf th 100 percent accuracy. 



SUGGESTED INTEREST APPROACHES , . ' 

.1. Have students tape office-style dictation for individual 

practice. * , ' 



2 



. Invite a practicing secretary to talk to the COE class stressing 
the importance of having a knowledge of shorthand in tlie world 



of business, 



3. . Have the students secure.advertisements whjch indicate the need 
^for shorthand in business. \ ' * 

4, Pretest ;to determine students' present speed levels. 



METHODOLOGY 



Because many of the students in a COE class will not have had short- 
hand, very little can be done as a class towards building shorthand skills. 
Students can be given*^ pretests to determine the sp^ed at wh^ch they are 
capable of performing. After determining the goal speed fq\each student, 
commercially prepared or teacher-made tapes can be used to oevelbp indi- 
vidual speed progress. - ^ ' - , ' 



For additional , practice in proofreading, students could transcribe 
tapes and complete proofreading drills. 

r . 

, . UNIT OUTLINE 



SHORTHAND REVIEW 



. A' I. Taking Dictation ' ' ' 

A. ReinforciTfg theory • 

'Building speed ^ 
Using specialized vocabulary ' 



ri/ Transcribing 



Building transcription skills 
B.^ Producing mailable copy 
1. punctuation 
'2. capitalization . ^ 




Prodf reading 




A. Reviewing proofreaders' mari^s. 

B. Finding typing err^ors 

C. Locating subject-nlatter ei^rDrs 



/ 



SPECIFIC PERFORMANCE OBJECTIVES AND LEARNING ACTIVITIES 



From a dictated list of words containing all -shorthand principles, 
students will be able to write the shorthand characters and tran- 
scribe them with, at least 75 percent accuracy i 



Subject Matter Content 
Reinfgrcing' theory 



Learning Activities 

1. Write in shorthand, words and 
phrases dictated on recorded 
media. Check outlines v/ith 
master copy and make 'Corrections. 

2. Prepare a bulletin board 
illustrating brief forms. 

3. Write shorthand brief forms from^ 
• recorded media. Check outlines 

with master copy and make 
' corrections. 

4. Compose letters in shorthand and 
exchange with peers for reading 

, and writing practice. 

5. "Write in shorthand from recorded 

media letters containing 'medical 
terminology- Check outlines on 
master sheet and correct . 



^ 2. On a dictation test, students will be able to' increase their speed ' 
by at least ten words a m'inute'. 
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Subject Matter Content 
Building speed 



Learning Activities 

1* Practice taking shorthand from 
speed-building exercises 
(recorded media) which are ten 
words per, minute above present 
level. Check shorthand dictionary 
for questionable outlines, 
/ • 

Z. In a small group, praptice diffi- 
cult outlines from- chalkboard or 
overhead transparencies, giving 
attention to the correct forma- 
tion of outlines. 

3. Read shorthand material from 
related periodicals for reading 
practice. 



Take dictation^n shorthand from 
speeches, news, and songs from 
radio or television to build 
speed. Transcribe in class. 



3. .Given dictation at 60-70-80 words per minute, students will be able 
to transcribe in class two average-length letters in n\ailable copy 
form. 



Subject Matter Content 
Transcription skills 



Learning Activities 

1. Transcribe articles from business^ 
related periodicals and check 
transcript with key. 

2. Transcribe a letter from"a peer's 
notes and have peer check for 
accuracy. 

3. 'Take dictation in shorthand from 

speeches, news, and songs from 
.radio or^.television:' Transcribe 
• in class the next day. V ' . 
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Transcription skills ^* 4. Divide into groups and compose 

two average-length letters. Have 
r teacher dictate letters composed. 
Transcribe and have each group 
check letter composed. 



4. In a classroom'situation, students will be able to contribute at 
least one example of proper punctuation and capitalization usage for 
each rule, . ^ . * ^ 



Siibject Matter Content ' Learning Activities 

Punctuation and Jl. Place' correct punctuati^nub 

capitalization • . ' sentences and write reasons (on 

• ' a practice review sheet. Check 

with master and make corrections, 

^ - " 2'.. Write comma rules from memory. 

. " Check master list and correct. 



Wmte sentences -illustrating 
capitalization rules, omitting, 
capitals. Exchange papers with 
peers and capitalize sentences, 
giving reasons.. • ' ^ 

Prepare a bulletin board illus- 
trating rules for and examples 
of correct usage of commas. 



5. On a written test, students will be able to identify a^list of 
proofreader's marks with 1.00 percent 'accuracy. 



Subject 'Matter Content 
Proofreader's marks 



Learning Activities 

1. Match proofreader's marks with 
^ definitions and make corrections 
if necessar^^. tA()pendix A) 

2: Type from a rough draft drill. . 
Check master sheet 'for 
correctness. • 
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proofreader's marks 3. Use proofreader's, marks to correct 



1^ 



a business document. Cdnsult 
answer key. : 

^4. Prepare a bulletin .board illus- 
tra^ting proper uses of proof- 
reader's marks. 



4^ 

6. On a written test, students will be able to locate typographical 
and subjept-rmatter errors in sentences with" 100 percent accuracy. 



Subject flatter Content 

Subject matter and 
typographical' errors 



Learning Ax:tivities 

1. Compare pairs of numbers and 
names, indicating those which 
are the same. Check answers with 
master. (Appendix B) 

2'.- Prepare a list of the two-letter 
. ^tate abbreviations, theck with 
master and correct, ' 

3/ Underline the correctly spelled - 
words- in list. Check with mas- 
ter. (AppendjTx^C) 

4. Correct errprs in the expression 
of numbers as words- or figures. 
Check answers and correct. 
(Appendix D) 
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' EVALUATION AND TESTING 

Ways to Evaluate Pupil Growth , 

* Dictation tests 

* Test on proofreader's marks 

* Test on correction of rough* draft 

* Test on punctuation and capitalization 

EQUIPMENT AND SUPPLIES 



Student 



Teacher 



Textbook 
Shorthand Pad 
Shorthand Dictionary 
Dictionary 

Pens (red, black/blue) 
Typfng Paper 
Correction Materials 
Carbon Paper 
Notebook Paper ^ 
Instruction Sheets 
Typewriter-? 



Textbook and Manual ' 
Recorded Media 
Recorder 

Overhead Projector 
Transparencies 
Transparency Pens 
Bulletin Board Supplies 
Specialized Dictionaries, 
Instruction Sheets I 
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APPENDIX A 
PROOFREADER'S MARKS 



Using the blank provided, match 
.definition. Check answers from 



1. 65 

2. ft- 
3; // ; 

4. 6-0 

6. if 

7. jDiS 

8. SU-^of^ 
I — r 

0. ^ r 

1. ^ en^ 

2. -? 

.4. 

5. Q 

6. r5 
7. 



the proofreader's marks with the correct 
master copy. ^ 



4- 



8. 



.'A 



9. ?/ 
20. A 



a* 


Transpose letters or words 




b. 


Delete copy ^' 




c. 


Cross out the misstroke and write the 
correct letter, above it. 


(a 


Change copy as indicated 




e. 


Close up horizontal space 






Insert*copy (caret) 




g. 


Insert period 






Insert q.uestion mark 




i . 


Insert exclamatipn point 




j. 


Insert punctuation mark 




k. 


Insert space 




1. 


Question the writer 




m* 


Use lowercase letters 




n. 


Capitalize single letter or words 


0, 


Add^triple space 




P- 


Add double space 






Clo^e up to single space 


« 


r. 


Let it stand; i^ignore correction 


s. 


Move copy in the direction 
bracket* 


of the 
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APPENDIX A CONTINUED 



_21. X 
'22. 



23. 



24. 



t. Begin new paragraph; run paragraphs 
together 



25. 



u. Underline or italicize 

V. Align copy 

w. Spell out word or number 

x\ Cross out word; write as figure 

y. Insert hyphen 



0 
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APPENDIX^ - 

.PRO&FREAOINS NAMES AND NUMBERS ' ' ' 

■ . ' ■ ■ ' \ 

Proofread the following parts .of names and numbers to train yourself to 
.recognize differences in these. If the najties and numbers in both columns 
are exactly^ the same, place a check in the blanks ' / 



- 1. 


James A. O'Donnell 


" James A. Odonnell 


1. 


. 2: 


Miss Donna Iver 


Miss Donna Ivens 


2. 


r 3.. 


■ Alice Freidman 


Alice G. Greidman" 


3. 




, Ms. Alice^W. Hunter 


Ms. Alice W. Hunter 


4. 


: 5. 


. Dr. Paul K.- Heberf 


Dr. Paul M.. Herbert 


5. 


.6. 


Issac C, Dooms 


'^Isac C. Dooms 




• 7. 


John A. Robichaux 


^ John Robichaux 




■^8. 


Mrs. Amy Jane Smythe 


Mrs. Amy June Smythe 


.'8. 


■ 9. 


Harry Paul Witherspoon 


Harry Paul Witherspoon 


9. 


10. 


Johnny Appel Jorfes ^ 


Johnny Appel 1 Jones 


10. 


11. 


(504) 616-56i\7 


(504) 616^5617 


11, 


12. 


, (704) 318-3189 


(704) 318-3188 


• 12. 




1560,000.90 . 


$560,000,9Q - : 


13. 


14. 


0.09 gram' " ^ 


0/09 gr*ani 


' J4. 


13.- 


19.81-1982 . ^ 


i981-1982- 


" 15 


16. 


2-28-82, 


2-^-82 . ■ 


16. 


17. 


1,345,989,090 . ' 


1,345, 988-, 090 


- 17. 


18. 


9:08 a.m. 


, 9:08 a.m. 


■' 18. 


19. 


Hotel Room 1927 ^ . 


'Hotel ■ Room 1297 


Ip. 


20. 


12.98756 • ^ 


, 1.2S8756 .f 


• . % 


21. 


1923 Byron Street 


1933 Byron Street 


2i: 


22. 


2/10, n/30 


2/10, n/30 


•22. 



i 



■ / 



APPENDIX C 
I SPELLING CHECKLIST 



Underline the correctly spelled word in- the lists 



J 1. acyrate 
2. circulars . 
*3. underl inning 
4, '^transmi'tted 
, 5. ^ separate 

6. - transfereing 

7. vocabulery 
. 8? unnecessary 

9. ga^rantee 

10. " goverment 

11. hi ting 

12. merryly 

13. heartly' 

14. ^ fiting ^ 

15. manageable' 

16. happyness 
^17. preventible 

18>Nplaning 
19. cn^geing ■ / 
'20. f]ying. 

21. 'useable 

22. . lovable 
23* prqc^deijre 
24. jClerecal 

' 25. Bffectivly 



383 



accurate 
circiilers 
^underliHiing 
'\ transmited 
\ separate 
transfering 
vocabulary 
unecessary 
guarantee 
gevernment 
hitting 
merrily 
heartily 
fitting 
raanagable 
happiness 
preventable 
planning ' - 
charging 
fling 
usable 
loveable • 
^procedu're^ 
clerical 
effectively 



, " . ^ APPENDIX D 

EXPRESSION OF NUW&ERS 

Directions: If the sentence is '^rrect, mark ;;g" before itT if i-t is 
incorrect, mark "X" underline the error. , 

^ 1. The memorandum is dated May 5fh, not May 6th. . . 

J^^- There are 500 pens in the box. 
^3. Is the price- on the pen 75^? 

4. Forty pencils wehfi-taken from the stockroom.^ 

5. Do you always jjegin school at eight o'clock? 

6. At. the age of 25, John completed his schooling. 

*7. He lives at 1. Park Place. • 4 
8. The celebration will tak'e place on the 11th of June. 



9. The correct- price for 'the fan is $198.00 

' ) c 

10.. The item. now costs 5 cents rather than 3 cents 



11. Thk-man ordered ten .3-pound bags of cement. 

12. PlleW write ^ift certificates in the amounts of $.5, 10 and 15 
^1 13. InVl982 the company added 22,000 subscfibers to "their list. 

14. Livi^ costs incr^^eTlo to 30 percent. 

15.. NicoTe is four pounds .heavier ^nVauri. 

' '. ■• . 

16:- The can weighs 5 pounds 3 ounces. ' 

. . ' * ...... . 

17. We found 2 of the four children t|i ding. , ' 

18.. 15 pairs of skates were^on the ihelf. ^ v 

19. "We appreciate your order of July 10. ' • 

" 20. Her "ordensiws .for 220 ^iye-foot boards. • 
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APPENDIX As 



1. Q- 

2. T 

3. V- 
4: A 
5. B 



6. 


K 


11. 


M • 


16. 


0 


■ 21. 


C 


7. 


P - 


•12. 


L • 


17. 


,w 


22. 


U 


8. 


R 


. 13t- 


J. * 


18. 


I 


- 23. 


X 


9. ■ 


S 


14. 


E 


* 19. 


H - 


24. 


D 


10. • 


H • 


15.. 


G 


. 20. 


F- : 


25.. 


Y 



APPENDIX B ■ 

(Numbers that are the same.) 



4 




11. 




14 • 




1B» 




9 




13 




15 


H 


22 


• • 


APPENDIX C ' 


- • 












1. 


accurate 


8. 


unnecessary 


14.. 


fitting* 


' 20. 


flying 


2. 


■ ^circulars ' 


9. 


guarantee 


15. 


manageable 


21. 


usable 


3.- 


■ underlining 


.10. 


government 


16. 


happinfess 


22. 


lovable 


4. 


transmitted 


11. 


hitting 


17. 


preventable 23. 


procedure 


5. 


separate 


12. 


Merrily ' ^ 


18. 


planning 


24. 


clerical 


6. 


transfering 


13. 


heartily 


19. 


charging 


25. 


effectively 


7. 


vocabulary 


* 
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IT 


XV 


th, th 


■ 6. 


X, 


25 


• ir. 


C 


2. 


C 


7. 


X,- 


1 


12. 


X, 


3. 


X, 


\ 


8. 


c 




13". 


c- 


4. 


c 




9. 


X, 


00 


14. 


c 


5. 


c. 




10. 


■ JC 




15.- 


X, 



16. 
17. 
18. 
19. 
20. 



C 

X, 2 
X, 15 
C 

C . 
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SUPPLEMENTARY MATERIALS. 

Cassettes " ^ - . • ' . 

Business Letter^ Tapes 'for dictation and Transcription 
.87320.8 (10 cassett-es) \ 
Gregg McGraw-Hill Book Cbmpany 
P. O/.'Bo^c §96 

Norcross, GA 30091 > ^ 

Century 21 Shorthand: Advanced Dictation/Transcription 
R124 (36 cassettes) \ 
South-Western Publishing Company 
11310 Gemini Lane / . < ^ 

^ Dallas, TX 75^29 ^ * ^ 

' Century 21 Shorthand: Intensive Dictation/Transcription 
_ jiaiis^es ) \ ^ 

'^^South- Western Publishing Company 
11310 Gemini Lane • * 

Dallas-, TX 7522gt 

Century 21 Shorthand: ^ Theory and ?ractice 
R104 (20 cassettes) 
Sduth-Western Publishing Company 
11310 Gemini Lane 
Dallas, TX 75229 

Corporate^iants Dictate / 

MCP-9 (10 one-hour cassettes, case) 
, Dictation Disc Company 
240 Madison Avenue, 

New York, NY 10016 - , . 



DDC Student Homework Cassettes 

' S-8, 5et 480 (brief forms, 40-80 wpm). 

S-9, Set 482 (theory review, 60-90 wpm) 

Dictation Disc Company 

240 Madison Avenue 
' New Yorl<, NY 10016 

Gregg- Shorthand Speed Development Tape Library 
87100.0 (Cassette) ^ 
Gregg McGraw-Hill Book Company - 
.P. 0, Box 996 
Norcross, G^ 30091 



3S6' , 
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Cassettes continued • . , *' ^ ' • 

- Ind;ividua1 Progress Method. Series 90. (lPM/2) 
" 87952.4 Channel b " . . ■ 
' . 879B3.2 Channel C 

Gregg McGraw-Hill Book Company 

P." 0. Box 996 , - ' . ) 

Norcross, GA* 30091 

Legal Dictation . ' . 

MTL-10 (JO cassettes, book, case). s 
• Dictation Disc Company 
• • 240 Madison Avenue " 

'New York, N-YT' ,10016 ' ' • • - ' 

The-' Leg al Secretary j ' . ' V '. ,^ ...... 

• ^ Y66Y666 (Offly Job Simulation, Dictation/Transcnpti on 

-Cassette)^ 
South-Western Publishing Company- 
11310 Gemini Lane - " 

Dallas, TX 75229' 

The Medical S ecretary--^orthside Medical 
Y67Y676 (dOffice J5b Simulation, Dictation/Transcription 

Cassette) 
South-Western Publishing ^^Cdmpany • 

'■• ■ • ' 11310 6emini Lane ; 

Dallas, TX 75229 . •' ' 

pyra mided" Business Letter Dictation - • , 

BLD-1 (9 cassette 'Set, bu-»u ^pm) 

BL"D-II -(9 cassette set, 80-110 wpm) 
• , . * Dictation Disc Company 
s . 240 Madison /j^venue 

New York, NY 10016 

• The Secreta ry. Executive Offices of America - , 

— ; Y65-Y656 (Office Job Simulation, Dictati on/Transcn pti on 

^ Cassette) . . - 

South-western P.ublishing Company 
11310 Gemi'ni Lane 
■ Dallas, TX. )5229» 

. - Shorthand Speed Sprint Drills 

" SSSD-CB .(8 cassette set) . ■ 

Dictation Disc Company 
240 Madison Avenue 
, • ' New York, NY 10016 
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Cassettes continued ' ^ ' * 

32 Speed-Building Cassettes ^ 

C200 (32 one-hour cassettes, case, key) 
Dictation Disc Company 
240 Madison Avenue 
^ New York, WY - 100U5 



Textbooks ' - ■ - , 

i . ■ 

Century 21 Shorthand; Advanced Dictatfon/Trans,cnption 
R12 , ' 

South-Western Publishing Company • 
11310' Gemini Lane 
DaUas, TX 75229 

' Century 21 Shorthand Dictionary * ' ^ ^ 

^South-Western Publi-shing Company * \^ \^ 
11310 Gemini Lane 
Dallas, TX 75229 



Z^vkury 21 .Shorthand Legal Dtctionary , * 

Sou th/-Wes tern Publishing Company 
^ ri3iO Gemini Lane 

Dallas, TX 75229 ^ * : - . ■ 

Gregg Shorthand Dictionary, Series 90 

24481-2 ' . ^ ; 

Gregg McGraw-Hill Book Cx)mpany 

P/0. 'Box 996 . . ■ . 

Norcross, GA 30091 - . 

Speed Dictaition with Preview? in Gregg Shorthand, Series- 90 
73045-8^ 

Gregg McGraw-Hill Book Compaay 
P*. 0. Box '996 ^ : t . ' - . - 

^ Norcross, GA 30091 - 



Transparencies 



90 



Gregg Shorthand Trans^rencies, Series 

86642.2 Transcription/Punctuation (48' transparenc£4as} 
86643. 0-?i^Scription/TyRing Styl^ (48 transparencies) 
86644.9 Traitscription/Spelling (48 transparencies) 
' Gregg McGraw Hill Boo'k Company * • • 

' P. O/'Box '996 ( ' ' 

. Norcross, GA 30091 ^ ^ 

Techniques of Machine Transcription 
GV116T (10 transparencies) 
Career Aids, Inc. ' ^ 3, 

• 8950 Lurline* Avenue, Dept. T7 OOp 
, Chatsworth*, CA' ai311 • ' • . 



RESOURCES 



Camp, Sue C. Developing Proofreading Skill . Gregg McGraw-Hill Book"* 
. Company,. 1980/ - ; 

^rank, Doris H. and Willie Oranda Pyke. "Suggested Strategies^ for 

Tefching Shorthand, -Developing Shorthand Theory and Reading Skills 
(Part 1)." Business Education World , Vol. 60/No. 1, September- . 
rOctober, 1979,- pp. 3-4. 

Crank, Doris H. and Willie Oranda Pyke. "Suggested Strategies for 

Teaching Shorthand, Transcription Skills (Part 3)." Business . 
Education World , Vol. 60/No. 3, January-February, 1980, pp, 18-19. 

Dry, Samuel W. and Nellie E. Dry. Teaching Gregg Shorthand and 
Transcription . Portland: J. Weston Walch, Publisher, 1969. 

Jones, Ellis J. and David H. Kane. Proofreading Precision . South- 
western Publishing Company, 1982. 

Leslie^ Zoubek, Lemaster, Strony. < Instructor's Handbook for. Gregg 
Dictation and Introductory Transcription . Gregg McGraw-Hill 
Book Company, 1978. . • ' 

Motivation Manual, a How-to Approach . Gregg M.cGraw-Hill 'Book Company, 
1979, p. 4; . ' ' , 

Stewart, Lanharji, and Zimmer. Business English and Communication. 
■Gregg McGraw-Hill Book Company, 1978. Fifth Edition.- 
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UNIT xr • ■" . , 

OFFICE PROCEDURES REVIEjJ 
• INTRODUCTION. 

> \ 

A unit in general office procedures. can cover many topics. Because 
a secretary has so many varied activities, this unit has been designed 
to review some of those not covered jn other units in this curriculum 
guid^e. Some- of the subject matter ,to be c'qvered include dffice manners, 
the work station, mai.l processing,, traVel plans, and meeting procedures.' 

. Students will have opportunities to contact local businesses for 
assistance incompleting some of the activities. 



COMPETENCIES 

1. 'Examine the knowledge and skills necessary for successful 
' -performance in the office. , < > 

2. Develop proficiency in handling procedures for mail, shipping, 
travel, meetings, and conferences. 

GENERAL PERFORMANCE OBjfCTIVES/GOALS • ' . 



1. Recognize the iijiportance of the duties of a secretary. . 

2. Demonstrate efficient handling of mail and shipping services. 

3.. Apply correct' procedures in, handling travel. 

^ 4. Exhibit the ability to help in planning and^^nducting meetings 
and conferences. . , 

SPECIFIC PE^^FORMANCE: OBJECTIVES ANp MASTERY CRITERIA 

11 On a written test, students will be able to identify and de- * 
scribe at least five duties of a secretary* 

2. Given a list. of five situations' invqlving office visitors"an(J 
telephone calls,. students will be able to write (on a test) 
acceptable ways of handling these persons with at least 
75 percent accuracy. , ' 



XI-1 

390 



3. Given five pieces of incomirtg and outgoing mail on a test, 
students will be able to employ proper procedures for handling 
mail vyith at least 75 percefvC accuracy. ' 

4. On a written test, students will- be able to list and describe 
..the fiinction of at least three pie<^s of equipment used^in 

processing mail'. J ' 

5. (^iven shipping and mailing instrQctions , students will be .able"' 
to select the appropriate method fol" sending various materi*als 
with at least 75 percent accuracy. 

6. As an individual project, students will be abld to make all 
arrangements for a business trip, including travel to 'and from 
a given destination, accommodations, appointments, itinerary, . 
expense report, and follow-up tasks. A checklist'will be used ' 
to evaluate student performanqe. 

7. Given a' list of duties to be performed in .successfully conducting 
a meeting, students will be able to rank the duties'in the 
order to be completed and describe oh a written test the work 
associated with each duty with at least 75 percent accuracy. 

8. In a written report, studen-ts will be able to explain the steps 
involved in holding a successful conference. A checklist will 
be used to evaluate. the report. 



SUGGESTED INTEREST APPROACHES 

1. Invite postal 'employees, secretaries, and^ravel agents to 
speak: on mail regulations^, public relations, and travel. 

2. Visit the mail room of a large company. 

3. Interview a secretary or other office employee on tJ^fice manners, 

4. Contact office supply stores for brochures and information^ 
on mailing equipment. , 

5. Attend meetings of civfc.or public organizations to observe* " 
. parliamentary procedure and the duties of tfie secretary. 



• ' METHODOLOGY 

A ; 

Ttlis unit contains various' simulation activities relating to the ' 
. business community. Class discussion and teacher lecture'will be used to 
present content material from the textbook or other resources available 
to the instructor. 
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UNIT OUTLINE • 
OFFICE PROCEDURES REVIEW 



•L Managing the Office 

A. Res pons i bi 1 i ties 
L Routine 'duties 
. 2» Assigned tasks 
3/ Supervis'ion 
Pt. Public relations 
; B- 'Work station - 
'1. Equipment 
' 1. Supplies 
3:- Decorations 
4» Maintenance 

IL Mail anfl ^Shipping ^Services - 

A. Mait 

L Incoming mail 
2» Outgoing mail 
3» Volume mail 

4. Equipment ' ^ - 

5. Special' services' ' 
B» Shipping 

L United Parcel Service 
1. Express serv-ice 
3» Freight 

IIL Travel 

Arrangements- 
1, Domestic 
a» Air 
Bus 

c: - Car 

d^ Rail ^ . 
' ^. e. Ship 

1. International 
a* Passport 
.b- Visa 

^ Iinnunization 
B» Itinerary 
C* . Expense report ' 
0. Follow-up 



IV. Meetings and Conferences ' • ^ . ' 

A. .^Meetings' . 
. ^1. . Pre-arrangements . ^ 

a. ReseiJ^ations' ' - - . 

b. Notices ^ 

c. Agenda ' 
. 2. Meeting procedures 

a* Parliamentary procedure 
' ' Notes. ' ^ \ • 

3. Post-meeting duties 

a, Tlinutes • . ^ 

b. ' Other • ' ^ ' 
B* Conferences ^ 

1. Registration * 
« ' 2. Speakers * ' 
•3. Publicity * ■ 

4. Social ^ 

SPECIFIC PERFORMANCE OBJECTIVES'^AND LEARNING ACTIVITIES 

4' * ' 

] \ ' ~' ^ ; 

L On a written^test, students will be able to Identify and describe at 
least five duties of a secretary. 

1 ^ — ^ ^ -g — ^ 

Subject Matter Content - ' learning Activities -r^* 

•Managing the'office . L Divide into g^roups' and list 

duties of a secretary. Consolidate 
V . . the group lists into one class 

, • . 1 ist an^ discuss. 

2. Categorize the duties from - 
Activity 1 as routine," 
- • "assigned," "supervisory," or " 

"public. relations." 



3. V.isit^a bw'siness office and intier- 
view the secretary to determine 
how aa attractive work station 
• is maintai^d and what equipment 
and supplies are most conmionly 
used. Prepare a class list of 
the finding^;. 



A 



I; 



xi-4- 393 



ERIC 



Given a li^st of f1v§^ situations involving office visitors and 
telephone calls, students will be able to write (on a test) accepta- 
ble ways of handling these persons with at least 75 percent accuracy. 



Subject ^Matter Content 
Public relations- 



7- 1 : 

Learning Activities 

1. Listen to a guest speaker 

(secretary, office manager, or 
.executive) explain guidelines 
'for handling office visitors.. - 
Type ^ list of* the, guidel ines 
presented. - 

' 2. Write a situation that might 
occur in an office involving 
' a difficult visitor. 

3. SeTfect a partner and choose one 
event from Activity 2 to role 
play. 

4. V Choose another event and 

partners will switch roles. 

5. * Evaluate the secretary's handling 

of the s.ituation, (Appendix A) . 

« 

,6. View a film or filmstrip on 

office manners. (See Supplemen- 
< tary Materials for suggestions.) 
' Discuss film in class. 



3. 



Given five pieces of ilicomirfg^ and outgoing mail on a test, students 
will be. able ta employ proper\procedures for handling mail, with at , 
least 75 percent accuracy. - - , 



Subject Matter Content 

Mail— incoming, outgoing, 
vohime 



Learning Activities 



Process incoming mail by 
opening, dating, sorting, and 
distributing. Check for> accuracy. 



Process outgoing mail by insert- 
ing into envelorpes, weighing, 
affixing postage, and sorting: 
Check ^for accuracy. 




2. 
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3. Use a Zip Code Directory to find 
the correct ZIP code for various 
.ad<resses^ Check for accuracy. 

4. Visit the mail room of a laVge 
company to observe ^steps in ^ n ^ * 
handling the mail . . 

5. IrtugPQups, compose a short report; 
summarizing the Nsteps you ob- 
served in Activity 5. Have'a^ 
member of the group typgi^rthe re- 
port and post it in the classroom. 



\ ; ^ — 

4. On a written test, students will be able to list and describe^ *he 
function of at least three pieces of etfuipmerit used in processing 
mail . ^ . ^ ^ 



Subject Matter Content 
Mail— equipmenjL^ . 



Learning Activities^ 

r. Set up a model desk to be used 
• in processing mail. ^ Make a list 
of supplies and equipment needed. * 

t 

2. Choose one of the following pieces 
of mail equipment^: • * ^ 

a. postage meter 

b. scale • - 
' c. mail opener 

' d. time and data recordefr 

e. folding and inserting^ 
equipment ' 

f. electronic ZIP, code sorter 
;g. sorting racks 

Contact '^off^ice supply stores to! . 
obtain inf'ohnation on. functions; 
coSf*, maintenance, and other in- 
/forlnation available* 



"3. Use informant ion from Activity 2. 
Compare brands and recommend one ' 
tQ purchase. Defend your choice • 
irI* class. ^ ^ ^ 
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Mail —equipment . '4, Qontact the postal service or^ 

^ have a post office 'employed speak 

" to the class- on purrent postage* 

V' * rates .for different classe3 of- 

' . ^ nictil. Make a chart (poster) to - 

display in the classroom.. ' 

/ , ^ '5. Prepare^^ct^ulletih board fJitfi 

' ' - ' ^ brochures on mail equipment.. , 



5. Given shipping and mailing instructions^ students will -be able to , 
select ^he appropriate method for sending various materials with at 
. least 75 pej:€€nt accur'acy. 



Subject (Matter Content 

Mail— special services 
and shipping 



learning Activities 

1. Preparein groups' a crossword ^ 
puzzle using terminology related 
to speciei^mailing services and^ 
sh.ipping' methods. 



2. 



3. 



Call or visit . a representatives 
of an express service or freight , 
■company toobjtai^i information 
concerninig^Tates and services 
available. Present your findffigs 
"lass. ^ 



Ff^l^fe specjal;mail or other 
packages for m.ai^jng or shipping- 
Share with class. ■ 



4. Type an outgoing mail ^chedi/le 

I Trom your city ^d post on the .^^^l 
^ bulletin' board.^ijiLi? . 



•6. As an Individual' project, students will be able to make ahP^rrange- 
ments for a business trip, .including travel to and from'a given, 
destination, accominodjrt:fons, appointments, itinerary, expense report, 
and follow-up -tasks." A checklist will be CTsed to evaluate student 
performanpe-. • ^ ^ * ; 



- ^Mbject laatter Content 
^ %%vel 



% 



ft 



Learning Activ ities • • . 

^ ft 

1. Visit a* travel agency to learn 
what serviees can be provided. 
, Prepare a bulletin board showing 
these services.. 




Trave'f 



I 



\Z. Find* a sample itinerary in a 

typing book or otRer textbook arid 
type a copy of it, paying close* ' 
attention to proper form. - 

3. Choose a city at least 200 miles'' 
from yowr own and compare the 
dost and convenience of travel 

* , hy air, Bus, car, rail, and ship ] 
(if applicable). Then choose a 
city less thin 2d0 miles ,frgm 
your own- Make a table, showing 
the comparative cost of each mode 
of transportation. Choose the 
mode you feel is most economical 
and support your clW^ce in class. 

4. Write . to the proper «^overnment 
agencies for information 'on pass- 
ports, visas, and inoculations 
needed for international travel'. 
Present yoar findings to the class 



% - Given a list of duties, to be performed in successfully conducting 
a meeting, students Will be able to rank the duties in. the order to 
be completed, and describe on a written test the work associated with 
each duty^ith at, Jeast 75 percent accuracy. 



Subject Matter Content 
Meetings 



4 A 



Learning- Activities ^ 

1. Follow parliamentary procedure 
in' conducting a mock meeting in- 
volving alT class members. ' 

/ 

2. Volunteer to act as secretary for 
a/meeting of a school orgaaization. 
Be sure to perform ^11 pre- and 
post-meeting duties as well as 
meeting procedures-. ^ Report your 
experiences to the class.' 

3. Type the minutes from, Activity 2 
and^ submit to your teacher. 

4. - Observe the secretary at theucLBxi 

meeting you attend*./ Note his/her 
actions during the course. of the * 
meeting. Report qbservations to 
class. ^ 
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8. In a written report^ students will be able to explain ihe^steps 
involved in holding b successful conference. A checklist will 
be used to evaluate (the report. * 



Subject Matter Content 
Conferences 



Learning Activities 



1. Compose and type a letter Invit- 
ing a prospective guest- speaker 
to a conference. . Check for^ 

. correctness: 

2. Prepare a registration form to be 
sent to persons to attend your 
conference. Be sure to include 
space for all necessary informa- 
tion such as roofti reservation, 

' meals (banquets), arrival and * 
departure dates, etc. Discuss, 
with class. 

3. Write a short paragraph to make 
the conferenc^sound as. appealing 
as possible. "Present to class. ' 

4. Investigate places of interest 
in your^own or area which you 
may recorrlijiend to visitprs attend- 
ing the 9onferynce.** type your 
recommendations, in attractive 
form and p^ace on-bull etin board. 
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EVALUATION AND TESTIHG 



Ways to. .Evaluate Pupil Growth 

* Unit test 

* Individual projects 
*•- Written reports • 



EQUIPMENT AND SUPPLIES 



Student 



Teacher 



Textbook 
Notebook' 
Rating Sheets 
Typing Supplies 
Poster Paper 
Typewriter 
Pens 
Pencils 



Textbook and Manual 
Rating Sheets 
Bulletin Board Materials 
Mail Processing Supplies 
Robert's Rules of Order 
Filmstrip Projector 
Film Projector 
Film/ Pi 1ms trips 



38.9 
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APPENDIX A 



HANDLING VISITORS 

Use this form to rate the secretary's performance. Place a check mark 
in the appropriate column. 





Acceptable 


. Unacceptable 


Greeting 


• 




Courtesy/Tact 






Helpfulness 






Vocabulary ^ 






Tone of Voice 






Decision Making 
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• . ■ APPENDIX B 

CHECKLIST FOR-TRAVEL ARR)5iNGEMENTS : 

Convenient .mode of transportation ' ^ 

' " * . Suitable accommodations 
^ Appointments timely scheduled 

Reports typed: ^ ' ^ 

in acceptable formjit 

with no uncorrecte'd typographical errors 

Project contains: 
, complete information . 

logical arrangement of material 

^ ' correct grammar ^ 

correct punctuation 

y ' ' . . • 

Overall project is' ^ acceptable unacceptable. 
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• *■ • * , 

• 

• ' * ^ ' APPENDIX C , ' - , 




* 


, ^ CHECKLIST FOR HOLDING A CONFERENCE . 

- Steps intlude: ^ ■ . * • ^ 
securing speakers 

mailing publicity to prospective participants 

preparing menus 

planning '"social activities' 

reserving the meeting rooms ' 






recefvirig registrations by mail 






publicizing the conference 






obtaining biographical material from speakers ' 






securing necessary equipment 






, setting up registration 




• 

- . * 


' preparing notices to direct participants to meeting rooms 
typing the program *i - 
sending thank-you notes . - • . 
sending follow-U() reports, letters . . 
making an Evaluation of the conference 

Overall, report is ^ acceptable unacceptable. ^ 








/ 
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SUPPLEMENTARY MATERIALS 







Activity Packs 

Of fice Practice Activities 

■ ^ 03-2418-B5 (50 spirit masters) 

J. Weston Walch, Publisher • . ° 

Box 658 

Portland, ME, 04-104-0658 

.. Recording Secretary Activity Pack 
■ 09-2424-B5 (1 cassette, 14 visual masters, 16 spirit masters, 

1 teacher guide) 

■ J. Weston Walch, Publisher 

Box 658 

Portland, ME 04104-0658 



Books 



Reference Manual for Office Personnel 
Sixth Edition 
K45 (Reference Manual) - 
K451 (Study jGuides) 
South-Western Publishing Company 
11310 Gemini Lane 
Dallas) TX 75229 



Cassettes 



Office Simulation— Dictation/Transcription' Cassette 
Y656 (1 cassette) 
. South-Western Publishing Company 
11310 Gemini Lane . . ■ 
Dallas, TX 75229 " ' 



Films 



Basic Job Skills: pealing with Customers 
Business Education Films 
7820 "20th Avenue 
Brooklyji, NY 11214 < , 

Ben Franklin,. Here! 

Business Education Films 
7820 20th Avenue 
Brooklyn, NY 11214- 
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Business- Education Films 
7820 20th Avenue 
Brooklyn, NY 11214 



How to Conduct a Meeting 

Business Education Films 
7820 20th Avenue 

• ■ Brooklyn, NY 11214 

How to Run a "Better" Mai T Room 
Business Education Films- ' 
7820 20th Avenue 
Brooklyn, NY 11214 

Mail it Right! 

Business Education Films 
7820 20th Avenue 
' Brooklyn, NY 11214 

More and Louder 

Business Education Films 
7820 20th Avenue 
Brooklyn, NY 11214 

Office Practice: Manners and Customs 
Business Education Films 
7820 20th Avenue 
Brooklyn, NY 11214 

Parliamentary Procedure in Action ' ' 
•Business Education Films . 
7820 20th Avenue 
Brooklyn, NY 11214 

Secretary: A Normal Dgy 

Business Education Films 
7820 20th Avenue 
Brooklyn, NY 11214 

Story of the U.S. Mail 

" Business Education Films 

7820 20th Avenue . • 

Brooklyn, N-Y 11214 



Pi 1ms trips 



Dealing with People • 

Business Education Films 
..7820 20th Avenue 
Brooklyn, NY 11214' • 
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e Executive Secretly 

Business Education Films 
7820 20th Avenue 
V Brooklyn, NY' 11214 



Helping Your Boss Get More Done 
? Business Education Filf 



ims 



7820 20th Avenue 
Brooklyn, NY '11214 



Just a Secretary . 

Business Education Films 
7820 20th Avenue ^ , 

Brooklyn,' NY 11214^ • - 

* 

Mail Processing: The Ins and Outs 

W^6005 (1 filmstrip, 1 cassette, and teacher guide) 

Career Aids, Inc. 

8950 Lurline Avenue ' 

Pept. K45 * ' , ' 

Chatsworth, CA 91*311 r 



WQrkin^ Wqrld of the Secretary 

Business Education Film's ' , 

7820 20th Avenue .* . . ^ , 

Brooklyn, NY 112^4 

Your Parliamentary Partner; Mr. Main Motion 
Business Education-Films 
* .7820 20th Avenue 

Brooklyn, "NY 11214 ^ . • 



i 



Simulations 



Pinetree Fashions 

• ' South-Western'Publ ishing. G^6lii|Jariy . 
11310 Geminf Lane * ' " 

Dallas, -T-X ' 75229 

The Secretary, Executive Offices .of America 
Y65 , • . . • . 
South -Western Publishing" Company 
11310 Gemini Cane 
^Dallas, TX 75229 • . ' 



/ 
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Slides 



Daily Office' Procedures ' 

04-2305-65 (22 35nm ,sl i des ) 
• 05-2306-B5 (1 cassette) 
■ J, Weston. Walc-h, Publisher 
. Box "658 ■ ' ■ , 
Portland, ME 04104-0658 

Processing Incoming and Outgoing Mail 



. MI1355 (35 slid4ss, L cassette, teacher guide) ^ 
Career Aids, Inc^ • , 
8950 Lurline Avenue 
^ Dept. K45 
Chats worth, CA 91311 
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RESOURCES. 



Church, Olive D, and Anne E. Schatz, Office Systems and Careers . 
. Boston: Allyn and Bacon, Inc., 1981. 
# 

Hanna, J. Marshall,^ et aT. ■ Secretarial Procedures and Administration , 
7th edition* Cincinnati: South-Western Publishing Company^ 1978. 

^ Jennings ,'^Xucy Mae. Secretarial and Administrative froce'd'ures . Englewood 
Cliffs, NJ: Prentice-Hall, Inc., 1978. 

'* 

Learning, Marj P. and Robert J. Motley. Admiaistrative Office Management— 
' A Practical Approach . Dubuque, loyia: Wm. C. Brown Company 
Publishers, 1979. ^ v ' 

Moon, Harry R. Office Procedures Teachers' Manual .- Bronx, NY: Milady 
Publishing Company, 1981. 

Oliverio, Mary Ellen and William R, Pasework, Secretarial Office 

Procedures , 9th' edition. Cincinnati: South-Western Publishing 
Compajiy, 1977. ' • * ^ . * 

Pasework, William R. and\Mary Ellen Oliverio. - Clerical Office Procedures , 
6th edition. Cincinnati: South-Western Publishing Company, 1978, 

Stewart, Jeffrey R., Jr, » et al , Office ^Procedures , New ?ork: McG'raw-. 
Hill Book Company, 1980. _^ • . ^ 
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' — UNIT XII 
SPECIALIZED OFFICE PR0BLEMS 
BANKING 

INTRODUCTION * 



. This unit is designed to review the bactgVound in^formation on the 
various services of banks. It will also serve as an aid to the students 
in the development of competencies that are necessary to*perform 
banking' tasks. 



OMPETENCY 



Demonstrate the ability to communicate information a'ccurately 
and to apply appropriate skills to complete the assigned tasks 



" GENERAL PERFORMANCE OBJECTIVES/GOALS 

1. Demonstrate the ability to use banking terms. 

2. Exhibit the abijity to arrange t^sks in a bank in order of 
priority. * , - ' . 

3. Develop skills necessary to perform banking tasks. 
SPECIFIC PERFORMANCE- OBJECtlVES AND MASTERY CRITERIA 

1. Given background infomia.tion, students will be able to define 
banking terms on a written t*est with at least 75 percent 

' accuracy. ^ . 

2. Given a schedule of daily activities in class, students will 
be able to arrange their tasks in the order of priority with * 
at least 75 percent accuracy. 

3. Given necessary information, students will be able to compose 
and type letter's', memorandums,- and reports in class with at 
least 75 percent accuracy. 
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Given necessary informationJan^clasS', students will be able to 
complete' banking forms with;.^ lea^.t 75 l3ercent accuracy. ^ 

5. Given a production test, students will be able to complete the^' 
tasks assigned within , a given period of time with at, least 
75 percent accuracy. I ^ 

. SUGGESTED. INTEREST APPf^ACHES 

* • 

1 

1, Give a pretest to determine the students* understanding of bank 
services-. 



2. 



Visit a local b^nk to learn of services to community and'±he 
equipment' used and make report to cl^ass.* (Could be done^^H 
small groups.-) 



3. Invite a representative frdm the bartk to speak to the cl^§s 

on employer expectations regarding beginning employees. ' ' 

$ 

4. Collect free materials from banks to use as bulletin board displays. 



METHODOLOGY 



This unit is designed for independent study; however, it does pro- 
vide for some group activities., teacher lecture will_j^lso be used- to 
reinforce -the student activities. 



unit outline 
baniAng . 



Review Background Information (See-rFinancial Records.^it). 

' ' ' ; • 
a. Bank Services * , . 

. 1. Checking account 
2. Savings account 

3.. Loans . , , ^ 

4. Investments , * 

5. Safety deposit 
'6. Trust 

7. Consumer services « ■ ^ ^ 



ft 
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B. Terniinolo"9|;* 
■^^f Bank ' 
. f . •l:heclc 

3. ABA transit' number 
f 4. Non-sufficient funds 
5.. Passbook 
6. Deposit ticket 
7". Itoed (;heck ^* 
8< cmk protect^'r' 
9.' Bank statement 
10. Raised check 
• ir. .Endorsement 

12. Bank dr^ft 

13. Stop p^il^ent^F 



r 



(NSF) 



II. Skills and t^sks 



A, 
B. 
C. 
0. 



De^ermiog^, priorities and make decisions, 
Compose SH^ type letters, memorandums, and reports 
File banb'fig documents and correspondence 
Complete bank forms used by employees ^ 

1. Teller's slips ^ ' - . ' 

2. New account forms 

3. , Deposit tickets—checking and savings accounts 

4. ,ChecKs • • . 

5. Savings withdrawal request "forms 

6. Transfer of fur>ds forms ' ; 

7. Cash in and out .forms 

8. Stop payment request forms' 



Mi 



^if0£g.^lZ PERFORMANCE OBJECTIVES AND^EARNING ACTIVITIES 



1.. Given background- 'information, students will be«able to define . 
'banking terms 6n a written-^t with at least 75 percent accuracy. 



f\ r asubject Matter Content 

%^ — ^ ^ — ; 

Back g ro u nd i n f o rma t i o n'^ 



V 



Learning Activities . - 

1: Compile a list 6f banking Jerins # 
and present the list to the class, 

2v^Conipose sentences \ising the 
b^^king terms from Activity J. 

3. Prepare a bulletin board usln^^ 
banking terms. * ' 

4. Complete thfe Scrambled Word 

. Exercise reviewinf' banking terms. 
(Appendix A) \\ * • . 
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2. Gfverr a- schedule of daily activities in class, students will be able 
♦-.v^to^arrange' their tasks in the order of priority with at, least 75 per- 
cent acpuVacy. ' ^ ^ < . - ^ — 



•Subject Matter Content 
Setting priorities 



Learning Activities 

1. Interview various workers in a 
bank and present to the class 

^ list of tasks- performed by each. 

2. Discuss in smal 1 . groups the lists 
composed in Activity. 1 and arrange 

ov^j^l^^ order of priority. 

3. Present to clasps the new list 
worked out. in Activity 2. 



3. 



Given necessary information, students will be able to compose and 
^type letters, memorandums, and reports in class with at least 75 per- 
cent accuracy. 



' Subject Matter Content 
Ski IV improvemen-t 



Learning Activities 

,1/ Collect various styles of btpsi^. 
hess letters to show examples 
of proper and improper styles. 

2. Prepare bulletin board display 
showing various letter styles. 
Type any styles not collected in 
Activity 1 and use these also in 
the bulletin board display. 

3. Compose and type letters, memo- 
randums, and reports from prob- 
lem situations given by the 
teacher in rough draft form. 



» 

4. Given nece§sary information in class, students vill be a^le to , 
complete banking forms with at least 75 percent accuracy. 



r 



r 
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Subject Matter Content Learning Activities 



Skin development and 
improv^ement 



1* Collect forms used in banks and 
present them to the clas^. 



2. CoiTiplete banking forms using 
problems, furnished by the' 
teacher. 

3. Visit bank: or listen to a pV^e- 
sentatipn given by a bank 
repres.entative on, the employee's 
use of banking forjns. 

4. Prepare a bulletirf board or- 
poster display of banking forms. 



5. Given a production test; students will be able to complete the tasks 
assigned within a given period of time^with at least 75 percent 
accuracy. 



Sub^ject Matter Content 
Ski IV improvement 



learning Activities. 

1. Take timed drills on completing 
banking forms supplied by teacher* 

2. Write a report on the importance 
of;speed and accuracy in performing 

• banking tasks, - ^ 

3. Type a simulated banking project 
provided by teacher. 
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EVALUATION' AND TESTING 



Ways ^to' Evaluate Pupil Growth 



*• Unit test 

..* Class participation grade 

* Student project grade 

* Group project grade 



EQUIPMENT AND SUPPLIES 



Studefit 



Teacher 



Textbook 
.Notebook 

Instruction Sheets 
Letterheads 
Onion Skin Paper 
Plain White Papar 
Carbon Paper 
Banki'ng Forms 

Teller's slips 
'^ Deposit tickets— checking 
and savings accounts 
New account forms—check- 
ing and savings 
accounts 
Cash in and out forms 
Transfer of funds slips 
Stop payirient request 

fomis . 
Checks 

Savings withdrawal 
request .i:prms 
Typewriter ' ' ' \ 
Calculator/ Adding Machine 
Bulletin Board Supprlies 
.Pens * ' . 

Pencils 



Textbook and Manual 
Transparencies 
Overhead Projector 
Bulletin Board Supplies 
Filmstrips 

Films trip. Projector- 
Cassette Player 
Duplicator 
Pen 

Pencil 



-' " * _ . apI^endix a 

'■ banking terminology 

.- .j^ . ' SCRAMBLED WORDS 

Directions: Unscramble the words and place them in the blank provTSed. 



I. HECCK 

,Z. KOPSAOBS I 

3. TEPDOSI CITTEK 

4. RGfEDO KEHCC 
5.. CECHK RETTOPRDC 

6. . NKAB TATSENMET 

7. AKBN FATRD 

8. POTS TAPYNME 
9/ TESRENDEMON 

10. BAA RATNITS NUBMRE 

II. SIREDA KHCEC 
12. KNAB 



1. 
2. 

3. 
4. 
5. 

6.' 
7. 
8. 
9. 
10. 

li. 

12. 



jgquinu :^isueai vav' 'OX t^uauissaopua -6 t^uaui/Ccd do^s -g 
paHopaeA :^a)|DL:^ nsodap . -e >looqssBd 'z >i09qD 'i :su9Msuv 
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• ■ SUPPLEMENTARY MATERIALS 

f 

. Filmstrips 

The How and Why of Banking Series 
Young Executives Section 
Louisiana Bankers Association' 
P. 0. Box 2871 
Baton Rouge, ^ LA 70821 

Textbooks . ^ • ' . 

Math for Business Careers 

ISBN: 0-07-03-1121-8, 1975 

Gregg & Community College Division 

McGraw-Hill Book Company 

P. 0. Box 996 

Norcross, GA 30091 

Secretarial. Office Procedures 

ISBN: 0-538-11320-0, 1972 
South-Western Publishing Company 
11310 -Gemini Lane 
Dallas, TX 75229 



Workbook - - 

The How and Why of Banking 

Young Executives Section 
Louisiana Bankers Association 
P^ 0. Box 2871 
Baton Rouge, LA 70821 
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RESOURCES 



Huffman, Harry, et al;. Math for Business Careers > New York: McGraw- 
HilV Bodk Company, 197^. 

Moon, Harry R., Office Procedures > Bronx, NY: Educational Publishers, 
198K 

Wa'nnke, Roman and Eugene Wyllie, Consumer Economic Problems ^ Cincinnati: 
South-Westerh Publishing Company, 1977. 

The How and Why of Banking > A Teaching Guide. Baton Rouge: Young 
Executives Secticm, Louisiana Bankers Association, 1982. 
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UNIT XII 
SPECIALIZED OFFICE PROBLEMS 
INSURANCE OFFICE 

INTRODUCTION 



It is essential that today's students be given opportunities 
to relate their business education skills and know-how to realistic 
experiences inr the classroom.^ Therefore, this unit is designed to pro- 
vide the students with tasks 'performed by an insurance clerk. 



COMPETENCIES 



1. Demonstrate the ability to communicate accurately information 
relating to insurance. 

♦ * 

2. OemonstVate the ability to apply appropriate skills to 
complete assigned insor'ance tasks. 



GENERAL PERFORMANCE .OBJECTIVES/GOALS 

1. Demonstrate the ability to use insurance terms. 

2. Exhibit the ability to ^arrange tasks in an insurance office 
in the order of .priority. 

3. Develop skills necessary to perform insurance tasks with speed 
and accuracy. ^ 

• SPECIFIC PERFORMANCE OBJECTIVES AND MASTERY CRITERIA 



Given bacloground infonnation, 'students wiTl be able to define 
insurance terms. on a written test with at least 75 percent 
accuracy. 

Given an unarranged schedule of each day's activities in class, 
students will be able to arrange their work schedule with at, 
least 75 percent accuracy. 
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3* Given background information, students will be able to compose 
and type letters, accident reports, and premium invoices in 
class "^with 100 percent accuracy* 

4* Given background information, students will be able to complete 
• insurance forms in class with 100 percent accuracy. ^ 

■ . ' ■ V 

SUGGESTED INTEREST APPROACHES 



L Give a pretest to determine the students' ^understanding of 
insurance terminology and the types of insurance coverages 
available. 

2. Visit local insurance agency to help students see the many 
facets of the insurance business. 

3. Invite an insurance agent to speak to the class on skills 
expected by employers of beginning employees in an insurance 
office. » ► 

4. Small group of students will visit an insurance office and 
make a report to- the class'. 



METHODOLOGY 



This unit is basically designed for independent study. However, 
it does provide for some groLfp activities to further aid students in the 
development ..of their skills. Teacher lectures will also be used to 
.reinforce student activities. 



.UNIT OUTLINE 
INSURANCE OFFICE 

I. Background Information 

A. Types of insurance coverages • ' / 

1. life insurance 

a. whole life. (also known .as straight life and 

permanent life) 

b. term life ' f 

c. endowment life ' y 

d. limited-payment life ' \ 

2. health and ^^ccident insurance 

3. * hospitalization -insurance 

* .4. workmen's compensation- " / 
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5. property insurance 

a,^ fire and extended coverage 
. b. theft or burglary 

c. wind damage' 

d. earthquake 

e. fidelity 

. f. .comprehensive liability 

6, automobile insurance • 

a. comprehensive 

b. collision 

• c. bodily ^.injury 

d. property damage . . 

e. medical payment's 

f. ^ uninsured motorist 

g. na-fault insurance. 
^B. Termipolo^ 

1. insurance 

2. policy, 

3. premium 

4. endorsement • - 

5. deductible 
£\ appraisal 

. 7. .policy period 

8. .claim 

9. lapse 

10. economic risk 

11. policyholder 

n? Skills and Tasks 

A. Determine priorities and make , decisions 

B. jCompose arid type letters and accident reports 

C. Type documents, memorandums, notices, premium invoices, 
changes in coverage (endorsement requests), voucher 
checks, index and ID c/irds from rough dr^ft copies 

D. Compute premiums 

1. vehicle, ' . - ' 

.2. homeowners 
E- Pile and retrieve insurance documents 
F. Complete insurance forms 

1. accident statements 

2. memo forms 

. * 3. voucher checks 

4. notices - - ' 

5. worksheets 
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SPECIFIC PERFORMANCE OBJECTIVES AND LEARNING ACTIVITIES 



1. 



Given background infomuftion, students will be able to defin^^ ^ 
insurance terms on a written test with, at least 75 percent accufacy. 



Subject Matter Content 
Background information 



Learning Activities 

1; V)rite sentences using insurance 
• ' ^ terms. 

2. Match words with a list of 
definitions. (Appendix A)* 

3. Prepare' bul letih board using 
' insurance terms. 



Given an unarranged schedule of each day's activities in class, 
students will be able to arrange their work schedule with at tfeast 
75 percent accuracy. ' ^ 



Subject Matter Content 
Setting priorities 



Learning Activities 

1. Interview a secretary in an 
insurance office and make a list 
of tasks performed, 

2. Discuss in small groups th'e list 
of tasks in Activity 1 and arrange 
the list in order of priority. ^ 

3. Present to class the list from 
Activity 2. > . 

4. Prepare a bulletin board using 
tasks in an insurance' office. 



*3. Given background information, s.tudents will be able to compose and 
type letters, accident reports, ^ahd premium invoices in class with 
100 percent accuracy. " . ' • , 
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Subject Matter Content 
Skill improvement 



Learning Activities 

1. Compose and type letters, accident 
reports, and premium invoices^ 
from /problems given by the ' 
teacher. 

2. Coijipose and type a report on a 
dramatization of an accident 
presented in, class or after ' 
viewing film of an accident. 

3. Present the'various versions of 
the accident to the class. 

4. Prepare and type the premium 
invoices for several- automobiles 
and homes. Use charts obtained 
from an insurance office. 

5. Discuss in small groups the 
importance of speed and accuracy 
in completing tasks in an in- 
surance office. Present 
findings. to class. 



4. Given background information, students will be able to complete 
insurance forms' in class with lOD percent accuracy.. 



Subject Matter' Content 

Skill development and 
improvement 



Learn i ng Acti vi ti es 

1. Collect forms used in insurance 
.offices* and prepare a bulletin 

board display. . - ^ . 

2. Visit insurance office or listen 
to a presentation given by a 
representative from an insurance 
office. Examine hand-out 
materials, and participate- in 
related activities". 

3. Add forms obtained in Activity 2 
to the bulletin board display, if 
samples are npt posted • 

4. Complete* insurance forms using 
information in problems, supplied 
by teacher* 
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EVALUATION AND TESTING 



Waiys-to Evaluate Pupil Growth 

* Upit test ... ^ ^ 
• * Quiz' at end af each section on background information 

* Class participation' ^ * " • 



* Projects 



EQUIPMENT AND SUPPLIES 



■ \ 



Student 



Teache^ 



Textbook 

Notebook ? ^ 
Instruction Sheets , 
Office Manuals 
Typewriter, 

.Calculator/ Adding Machine 
Letterheads 
Onion Skin Paper 
Plain White Paper ■ 
Memorandum Forms^^-*^ * - 
Accident Report Forms 
Voucher Checks 

Notice of Cancellation Forms 
Endorsement Request Forms 
Envelopes 

Vehicle Rating Work Sheets 
10-Day Reminder Notic^^s 
Index Cards and ID Cards 
'Premium Invoices (Vehicle 

and Homeowners) 
Fo.l ders 
Pencils 
Pens ■ 



Aextbook and Manual ^ 
Bulletin Board Supplies ^ 
Office Manuals 
Overhead Projector^ 
Transparencies and Supplies 
Folders 
Films trip 

-Films trip Projector 
Pen 

Pencil . 
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APPENDIX A 
.INSURANCE TERMINOLOGY 



Directions^ Wriie in the blanks the terms from column 2 that 'match the 
statements in column 1. ' . . , . 



Cbl umn 1 " 

!• A- modification"or change in coverage , 
after the issuance of thennsurance 
policy. 

2. An unexpected event such as a 
collision^ 

3. The part of the insurance claim for 
which the policyh61der is .responsible 

4. The expiration of the policy. 

5. A-common means of sharing risks. 

6. One who carries insurance. 

7. The amount paid for insurance. 

8. A' contract between one who buys 
jnsurance^^'nd the insurance company. 

^. A demand by an individual for 
compensatiorTTrom an insurance 
tompany. 

- *> 

lo'^ An estimate of the value of property. 



Column 2 

Economic rifk 

Insurance 

Policy . 

^ Premi um' 
« 

. 'Endorsement 
' Deductible 

Comprehensive 

Policy period 
' Claim 

Lapse : 

Policyholder 

Renewal 

Accident 
^ Depreciatioti 

Appraisal 
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• APPENDIX A 
.INSURANCE XEWINOLOGY 
ANSWER KEY 



( 



1. ■•- 


-Endorsement 


. z( 


Accfdeat 


A? 


Deductible . 




Lapse 


5. 


Insurance 


6. 


Policyholder 


7. 


Premium 


8. 


Policy 


9. 


Claim 


10. 


Appraisa^l - 
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SUPPLEMENTARY MATERIALS 



Film/F-tlmstrip 



The Secretary— A Normal Day ' " 
(16 nrn,. 11 minutes, color) 
Louisiana Dept. of Education • ■ 
Vocatfonal Education Materials Center Library . 
p'. ()-.-■ Box 44064 ^ ^ . ' ^ 

Baton Rouge-.vLA 70804 ^ 
i" ^ • 

Write to: Institute of Life Insurance, Educational Division 
277 Park Avenue, New York, NV 10017- for catalog 
of titles of filmstrips and films. 



Tfextbooks 



Applied Business Mathematics ' 

South-Western" Publ i shi ng Company . 
11310 Gemini. Lane ^ / 

. • -Dallas, JX 75229. ^ . ■ P 

General Business for Everyday Living 
ISBN: 07-050800-3, 1972 
Gregg Division • r 

McGraw-Hill Book Company ■ 
. -P. 0. Box 996 
Norcross, GA 30091 

Reference Manual for Office Employees 
South-Western- Publishing Company 
11310 Gemin^ane . 
Dallas, TX 75& 

Reference Martual for Stenographers and Typists 
McGreyw-Hill Book Company . 
P. 0. Box 996 
' Norcross, GA 30091 



Skill for Cdnsumer Success 

' ISBN: 0-538-08100-7, 1981 
South-Western Publishing Company 
11310 Gemini Lane 
Dallas, TX 75229 . T 

tJord Division Manual 

Second Edition-, 1970 - 
. South-Western Publishing Company 
11310 Gemini Lane ♦ 
Dallas, TX 75229 
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simulation 



The Insurance Clerk—Arv Office Simulation 
ISBN: 0-538-25610-9, 1981 ^ 
South-Western Publishing Company 
11310 Gemini Lane 
Dallas, TX 75229 
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RESOURCES 



Huffman, Harry, et al.,- Hath for Business Careers . New York: McGraw- 

'Hill Book Company, 1975. 

•Moon, Harry R. , Office Procedures . Bronx, NY: Educational Publishers, 
1981. • - . 



Morri son , Phyl lis'. The Business Office ! New York : SMcGraw-Hi 1 1 .Book ^ 



Company, 1978 



Warmke, Roman arid Eugene Wyllie, Consumer Eco nomic Problems. Dallas: 
South-Western Publishing Company, 1977. ... 



1 
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UNIT'XII 
SPECIALIZED OFFICE PROBLEMS 

i 

LEGAL OFFICE 



INTRODUCTION 



For students seeking a career in the legal profession ^ provisions 
must be made to promote their interest and also improve their specialized 
skills in their chosen area of aohcentration. the COE 'student must 
possess basic skills along with some knowledge of related skills. This 
unit will focus on the special skills needed to functidn efficiently in 
the legal office. 




COMPETENCIES 



1. Develop skills needed to perform efficiently in the legal 
office. • 

2. Exhibit personal growth in the performance of special office 
duties that occur in the legal office. 

GENERAL PERFORMANCE OBJECTIVES/GOALS 



1. ' Exhibit an understanding of- legal terminology^ 

2. Demonstrate the ability to type from legal roljgh draft. 

3. Prepare forms used in the legal office. 

.4. Improve performance in handling office tasks. 

SPECIFIC PERFORMANCE OBJECTIVES AND MASTERY CRITERIA 



1. Given* a test-on legal terms, students will be able to spell, 
define, and compose sentences with 100 percent accuracy. 

2. Given a correctejd copy using lega} proofreader's* marks in 
class, students will be able to produce mailable copy. 

3. Given a mortgage form to type in class, st^udents will be abTe. 
. to correctly complete the form with- 100 percent accuracy. 



4. Given in class the necessary information needed to complete a 
will, students will be able to type and assemble the document 
with 100 percent accuracy. . \ 

» * 

5. In a classroom simulate^! office, students will be able to 
demonstrate the procedures of preparing for an office meeting 
using a checklist for evaluation , with 100 percent accuracy. 

0. In ^ group discussion, students will be able to. suggest af: 
least two ways to contact, in case of an emergency, the 
employer who is absent from the office. 

V 

7. Given a list of business transactions in cla'ss, students will 




SUGGESTED INTEREST APPROACHES 



1. Give a pre-test to determine levels of ability to perform in 
a legal office. 

2. View films involving activities associated with a legal office 

3. Invite attorneys to speak on the qualifications needed to work 
in a legal office. 

4. Invite a court reporter to speak on resp'onsibilities involved 
in their profession. 

METHODOLOGY 



This unit is jjesigned to focus oW the, skills and qualifications 
needed to perform in a legal office. The activities are designed with 
the purpose of building interest and skills in this area. Teacher 
lecture will provi<ie information to support the activities listed. 



unit outline 
Legal office 



I. Specialized Terminology 

A. Common legal terfns 

B. Legal proofreader marks 
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II . Specialized Documents and Duties 
*' 

A.. Document preparation ; 

1. Mortgages/deeds ' . * 

2. Wins ... 

3. Contracts 

Special office duties • . 

1. Prepare for meetings 

2. Haftdle problems during empl oyer'* s absence 

3. Maintain financial records 



SPECIFIC PERFORMANCE OBJECTIVES AND LEARN^ING ACTI-VITIES 

> 



1. Given a test on legal terms, students will be^able to spell, define, 
and compose sentences with 100 percent accuracy. 



Learning Activities 

1. Participate in a spelling bee as 
a means of improving spelling , 
abcility. 

2. Match definitions with terms on 
a worksheet. Check answer sheet 
for correctness. (Appendix 'A) 

. 3. Prepare sentences using legal 
, terminology. Have student check 
and discuss use of terminology. 



Subject Matter Content 
Ips/^ terminology 



2. Given a corrected copy using' legal proofreader's marks in class, 
students will be able to produce mailable copy. 



Subject Matter Content 
Practicing proof read^Hi^ 



Learning Activities ' 

1. Identify proofreader's marks used 
in a legal office from teacher ' 
supplied material. 

2. Type from rough draft copy. 
' Check typed copy with key.' 

3. Proofread document using* proof- 
reader's marks. Check cprrectness 
from. master copy. 
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3. yven a mortgage form to type in class, students will be able to 
correctly complete the form with 100 percent accuracy. 



Subject Matter Content ' • Learning Activities ' 

Preparing mortgages 1. Discuss in small groups informa- 

tion used in the preparation of 
a mortgage. - Prepare a master list 
of information to be included. 

2. Research forms used in preparing 
mortgages. Discuss findings in 
class. 

. 3'. Prepare a bulletin board illus- 
trating' mortgage forms. . 

4. Type a practice job using a 

mortgage form supplied by teacher. 



Given in class the necessary information needed to complete a will, 
students will be able to type and assemble the document with 
100 percent accuracy. 



Subject Matter Content Learning Activities 

Pre})aring wills 1. Research information needed to 

^ draft a will. Present report 

to the class. 

2. Prepare a personal, handwritten 
will. \ 

3; Type a capy of a wiU from infor- 
mation provided by teacher. 

• • ' & 

4. Assemble all pages and prepare 

^ the cover or bindec for the will 
completed in Activity 3. 
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5. in a classroom simulated office,' students will be able to demonstrate 
the procedures in preparing for an office meeting using a checklist 
for evaluation with 100 percent accuracy. , 



Subject Matter Content 
Preparing for meetings 



Learninff Activities 

1. Prepare a room for a meeting. . 
Evaluate using a checklist. 
(Appendix B) 

2. Prepare an agenda for a meeting. 
Present to class. ^ 

3. .Attend a club meeting and take 
minutes. Transcribe m type- 
writer and compare completed 
fninutes^'th transcript. 



In a group discussion, students. wiU be able to suggest at least 
two^ways to contact, in case of an emergency, the employer who is 
absent from the office*. . ^ 



Subject Matter Content 
Emp1oyer*,s absence 



Learning Activities 

1. List reasons why employer may 
need to be contacted and the 
problems which may arise if 
unable to make contact. Present 
list to class. 

2. Prepare a. telegram used as a 
means of contacting employer 
briefly stating reason for 
emergency. 

3. Rote play emergency situations 
^ which may arise during an em- 
ployer's. absence. 
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7. Given a list oT business transactions in class, students will be able 
to handle. the transactions with 100 percent accuracy. 



Subject Matter Content • Learning Activities 

Handling finances -.1. Post in-coming Checks to the proper 

ledgers. Compare with completed 
" checks on overhead projector. \ 

2. Prepare a deposit slip and check • 
accuracy with' manual. ' 

, . 3. Type checks and post to proper 
account .ledgers. Check for 
accuracy. 

* * • . ' ' 
4. Balance office checkbook. Check 
for .accuracy, ' k 

5.. Reconcile a bank statement. 
Check for accuracy* 

6. Prepare bulletin board using 
• \ students* completed work in 

Activities 1-5. 
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EVALUATION AND TESTING' 



Ways to Evaluate Pupil Growth 

* unit test 

* Performance test 

* Class participation 



EQUIPMENT AND SUPPLIES 



Student Teacher 

Textbook 
Pen/PenciT 
Correction Supplies 
Typewriter 

Bulletin Board Supplies 
Adding Machine/Calculator 
Dictaphone 

Cassette Player and Tapes 
Telephone Si^tiulator 
Copy Machine^ 
Hand Stapler 
Checkwriter 
Le'gal Forms 
. Date Stamp • 
Checklists 



Textbook and Manual 
Teacher-made T^sts 
Evaluation Sheets 
^Checklists 
'^Overhead Projector 
Transpqirencies 
Transparejicy Pens 





0 

XII-'29' 

AM 



'APPENDIX A 
CO^IMON LEGAL TERMS 



Match the Tollowing definitions with the words listed below. Use 
the letter of the word list^d^by placing it in the blank provided to 
correctly match the word with the definition. 



1, 

2\ 

3. 

4. 

5. 
6, 



8, 
10, 



Written testimony taken under oath outside A, 
the courtroom, • - 

Court order requiring the person to whom 
it is directed to perform or refrain from C, 



performing an act. 

Surrender of an. accused criminal by one 
state to another state. 

Serious crime usually punishable by. 
imprisonment/ . ^. ^ ' 

On one's own will or voluntarily, 

A legal proceeding or suit in a court 
of law whereby one seeks relief or 
•recovery from .another for an injury 
or a violated right. 

Law which has been created by statute 
in the legislature. 

To decide a cSse by law. 

Something which can be debated, argued, 
or discussed, 

A declaration positively stating that 
the facts are true. 



D. 
E, 
F. 
G. 

H, 
I, 
J, 



Sua Sponte- 
Action 
Adjudicate 
Moot 

Statutory Law 

Deposition 

Injunction 

Extradition 

Averment 

Felony 
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1. _1 

2. . G 

3. 

4. - • J 

5. A 



H 



B 



6. 

7. E_ 

8. C 

9. D- 
10. 



APPENDIX A 
ANSWER KEY 



r • 
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APPENDIX B . 
EVALUATION CHECKLIST FOR PREPARATION Qf MEETING ROOM 



Did Student : * . i 

Hav# agenda prepared? 

Pirovide ash1>rays- (if apjplicable)? 

Provide note. paper? 

Provide pencil /pen? *• 

Establish seating arrangement? 

Prepare ta take minutes? 

Provide coffee/refreshment? 

Provide a copy of Robert's Rules of Order , 
bylaws, etc. " 

Qreet and seaft each member pleasantly? 

Provide necessary equipment? 



Yes 


No 




> 










• * 








• 










♦ 






/ 






» 
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SUPPLEMENTARY MATERIALS 



Tex|:boolcs/workbooks from: ' ^ 

'Southwestern Publishing Com^y 
11310 Gemini Lane 
Dallas, TX 75229 



plied Business L'aw . 
sumeriaw * 





mily Law ~ ** 
uaents' Rights "and Responsibilities- . 
#L-25^ Tort Law • . " ' ^ 

#L-26 Criminal L-^w 

It's the Law , 

' #N60 ^-^feiirfbook 

#N60f'l - Teacher's Manual ' ^' •'• 

The Auditing Clerk '. i , 

#Y01 - Te)«;book/workbook ^ 
' #Y01M - Teacher's Mptfual ' . 

■ ■ K • .A 

Century '21 Shorthand Legal Dictionary 

The Legal Secretar y ' 
_ #Y66 - Office Job Simulation 

#Y66^ - Dictation/Transcription Cassettes^ 

Legal Office Typiil^g 
' #K-58 - Textbook 

1^ 



■> 



0 



4 



V 
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RESOURCES 

' i\ ' • ' ' 

Bates, Marjorie D. and Mary C. Casey. Legal Office Procedures . - 
St. Louis: MpGraw-Hill Book Company, 1975, 

Keetijn, Martha and Mel i:ssa* Briscoe! CATALOG OE PERFORMANCE OBJECTIVES, 
■ -'criterion-referenced MEASURE,? AND PERFORMANCE GUIDES FOR LEGAL ' 
SECRETARY' AND COURT REPORTER. Vocational Technical Education 
Consortium of States. ■ University of ..Kentucky, -1976, 

Morrison, Phyllis G. The Business Office . Dallas: Gregg Division.,- 
McGraw-Hill Book Company, 1978. ' . ^ 

Roderick, Wanda W. Legal Studies'.. To^Wit . ^"^asic Terminology and. 
Transcription." Cincinnati-: SouthrWe^tern Publishing Company, 
1979. ' 

•Schatz, Anne E. and Olive D. Church. Office Systems and Careers . - 
Boston: Allyn and Bacon, Inc., 1981. - 




UNIT' XII • , , • \ 
SPECIALIZED OFFICE PROBLEMS 
MEDICAL OFFICE 

\ ' \ INTRODUCTION 

People in business are .looking for workers who can adapt to , 
office tasks the .skill? ^l earned in sch ools this u nit will i provide an 
opportunity for students to. refine their skills and apply them to 
medical situations^ • ' 

■ COMPETENCIES 



1, Develop an ' awareness of the environment in -a medical office-. 

2. Identify the legal responsibilities of the medical office 
worker*. , - i ' 



GENERAL PERFORMANCE OpJECTIVES/GOALS 



1. Demonstrate a knowledge of the vocabulary use^J in medical 
offi.ces. • ' , 

2. Handle tasks in the medical office responsibly. 

3. Handle legal .matters efficiently. . - " 

SPECIFIC PERFORMANCE OBJECTIVES AND MASTERY CRITERIA. . 



r. Given a test, students will be -able to spell and-use correctly 
^ 'in sentences common medical terms with at least 80' percent 
accuracy. . . ' . . - 

2. Given simulated office tasks^ students will be.a6le.^to type 
medtraV^fprms and letters with at least 90 percent accuracy.^ 

3. Giveffalist of medical office tasks, students^will be able 
to rank tasks in order of priority with at least 80 perfcent 
accuracy. . o - ' ' ' 

4. On an objective test, students will be *able to identify legal 
responsibilities of the medical office worker with at -least 
75 percent accuracy. ' . ' / 
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JNIERESr APPROACHES 



1. Give pretest to determine the typing ability and knowledge of 
the student. " ; . ^ . 

'2. Provide samples of medical forms to be used with this unit. 

., 3.. Invite a medical secretary to talk on "The Duties of the ^ledical 
Secretary." • . . 



. METHODOLOGY 

. This unit has been designed to adapt office skills to medica^l tasks. 
A variety of medical problems will be provided. Teacher lecture will be 
used to convey information hot covered elsewhere, in unit. Offi.ce simula- 
tions will bemused to provide a realistic approach to such jobs* 



UKIT OUTLINE 
' MEDICAL OFFICE 



r. , .Medical Terminology ^ 

A. CoiTsnon terms . V. - : 

B. Common abbreviations 

n. Medical Office Typing Tasks 

A. ' Patient case' history 
B*. Discharge summaries . ' 
. C. Insurance forms 

III. GeneraJ Medical Office-Tasks^., ; \ 

A. Appointffients 

B. Answering the phone 
^C. Greeting patients ^ 

^/'IV, Accounting Procedures 

A. Pegboard ^ . . . 

B. , Ledger sheets - 
, . , "C. Daily log ' ' . * 

r'^' D: Billing procedures 
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V, Legal Obligations in the Medical Office 

A, Privileged cpmmunications' 

B, Authorizations for release of records information • 
Malpractice 

D. Patient^ s financial obligations 



SPECIFIC PERFORMANCE OBJECTIVES AND LEARNING ACTIVITIES 



1. Given a test, students will be able to spell and use correctly in 
sentences common medical terms with at le.asl 80 percent accuracy . 



Subject Matter Content 
Medical terminology 



Learning Activities 

1. Listen to .a recording of medical 
terms and practice pronouncing 
the terms. 

2. Choose terms frojn the recording 
and write the shorthand outline 
for each. 

3. Prepare a notebook of unfamiliar 
medica:l terms, compile, and give 
a copy to each member of the 

)^ class. 

4. Us6 dictionary to find the 
jneanings of a list of root words 
used in' medical terminology. 
(Appendix A) 

5. - Write 10 sentences using medical 

terms from notebook prepared in. 
Activity 3. 



2. Given sijnulated office tasks, students will be able to type medical 
^forms and letters with ctt least 90 percent accOracy." 



Subject Matter Content' 
Medical office typing - 



Leading Activities ; 

1. Type an insurance form to be 
sent to a patient. 
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Medical office taping 2. Type a cover letter to accompany 

the insurance form prepared in 
Activity 1. 

3, Type a discharge summary from 
patient records. . 

.4. Type a medical history from^ taped 
dictation. 

- . 5. Type a records' reTease-of-infor- 

mation form from rough draft. 

6. Type a Workmen's Compensation ^ 
* r form. 

7. Type a request for Medicaid pay- 
ment form. ^ 

8. Exchange papers and check the ■ 
^ forms and letters after the com- 
pletion of the preceding seven^ 
activities. 



3. Given a list of medical office tasKs, students will be able to rank 
tasks in ordeV of priority with at least 80 percent accuracy. 



■ Subject Matter Content " Learning Activities 

Medical office tasks 1. Prepare a daily appointment sheet. 

^ 2. Complete a patient's charge slip 

and post on the daily log sheet. 

.3. Post patient charges on ledger - - 
sheets. 

in. 

4. Complete a ledger *card for a 
patient with Medicaid. 

' ^ • ' -5. Prepare monthly statements, from 

leager sheets used in Activity 3. 

6. Exchange papers from Activities 
1-4 and obtain peer evaluation. 

443 



XII-38 



V 



Medical office tasks 



7. Role play in teams a telephone 
conversation betwejen patient and 
secretary. Rate the secretary 
using checklist, (Appendix B) 

8, ' Role play in teams office 

situations involving a patient 
who is having a ^problem wtth 
monthly statements- Rate the 
secretary using checklist- / 
{Appendix B) 



■ ^ : ■ 

On ,an objective test, students will be able to identify lega^ 
responsibilities of the medical office worker wtth at least 
75 percent accuracy. 



Subject Matter Content 
Legal responsibilities 



Learning Activities 

1- Discuss case studies (frrovided by 
teacher) in small^ groups and pre- 
sent group findings*to the class- 

2, Prepare bulletin board on the 
medical secretary ''s legal 
responsibilities- 

3- Have a legal secretary speak to 
the class on legal responsibilities 

4- Interview an attorney concerning 
legal resppj^XWlities of medical 
Office workers and report findings 
to the class- • " ^ * 
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EVALUATION AND TESTING 



Ways to Evaluate PupiT Growth 

* Unit test 

. * Class participation grade 

* Production test 

• *~ Student ratTng^Reets 




EQUIPMENT. AN[> -SUPPLIES 



Student 

^extbook" 
^Nbtebook 

Rating Sheets 

Pencil /Pen 
* Typing Paper 

Typing Eraser ' - 

Carbon Paper 

Onion Skin 

Word Division Guide 

Pegboard 

Ledger Sheets 

^Typewriter 
y SLiinulation Set 

Medical Dictionary 
- :ShaKi:bahcj J);ictionary 



Teacher 



Textbook and Manual 
'•Rating^ Sheets 
Transcribing Machines 
Cassette Tapes 
Sample Forms 
Recording Media 
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APPENDIX A 



Write the meaning of the following root words in the blanks provide'd. 



1. hem 

2. - cephal. 

3. bronch 
• 4. gastr 

5. trache 

6. rhin 

7. phleb 

8. ^dphthalm 

u 

9. > nephr 
10. laryng 
11 • ^therap 
12., myel 

13. scler 

14. vuls 

15. derm 
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ANSWER KEY 

!• .blood - ^ 

. 2- head 

3. windpipe 

4. stomach 

5. windpipe , - 

6. nose 

7. vein 

( 

•8. eye 

9. kidney 

10. larynx 

11. treatment 

12. marrow - 

13. hard 

14. pull 

15. skin 
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APPENDIX B 
STUDENT RATING SHEET 



Directions ; Place a chec1( under the columns which indicates the 

appropriate rating for the chaV'apteristic indicated in the 
left column. 



Courteous 

Showed Interest 

Was Helpful . 

Pleasant Voice 

Choice of Words 

Tactful . • 

Complete Information 
.. Given 

Comments 



RATINGS 

^ 5-Superior 
' 4-Excellent 
3-Average 

2-Good > ' 

1-Poor 

Superior Excellent Good Average Poor 
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Cassettes 



SUPPLEMENTARY MATERIALS 



The Medical Secretary ' 

Y676 Dictation/Transcription cassette 
South-Western Publishing Company . 
11310 Gemini Lane ... 
'Dallas, TX 75229 

Medical Office Procedures * ' , - - ^ 

87646- 0 simulation j^ecording— stenographic''^ 

87647- 9 simulation recording--nonstenograph1c 
Gregg McGraw-Hill Book Company 

P. 0. 996 ^ 
Norcross, GA 30091 



Textbooks 



MedlcaV Office Procedures 

Gregg McGraw-Hill Book Company 
P. 0. Box 996 
, Norcross, GA 30091 

The Medical Secretary: Terminology and Transcription 
Student's transcript 
Gregg McGraw-Hill Book Company 
P. 0. Box 996' . ' 

Norcross, SA 30091 

Medical Typing Practice ^ - 

Gregg McGraw-Hill Book Company . 
P. 0. Box 996 ^ , ' 

Norcross, GA 30091 

Typing Medical Form^ - , 

Gregg McGraw-Hill Book Company 
P. 0. Box 996 
Norcross,- GA 30091 

The Medical Secretary 

Office^^Job Simulation Y67 
South-Western Publishing Company 
11310 Gemini Lane 
Dallas, TX 75229 
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Miscellsmeous 



Gregg Medical. Shorthand Dictionary 
— Gregg McG»^-HiVl Book Company 

P. 0. Box 996 

Norcross, GA 30091 

10,000 Medical Words Spelled and Divided for Quick Reference 
Gregg McGraw-Hill Book Compafiy ^ , 

P. 0. Box 996' 
Norcross, GA 30091 
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resources; • • ' 



J 

Cooper, Marian, 6. and Miriam Bredow. The. Medical Assistant s New York: 
McGraw-Hill Book Company, 1978. 

/I 

Eshom, Myreta. Medical -Sdcretary's Manual . New York: Meredith Publish 
— ing Company, 1966. 

Kabbes, Elaine F. Medico^l Secretary's Guide . West Nyack: , Parker. 
Publishing Company Inc. ,1967. 

Morrison, ^j^vi j^-c The-Bus ines s Offi ce ^^ew Y^rk^^-— McGriW-HtU^ok 
Company, 1978. ^ " . ^ 

Reschke, Elaine M, The Medical Office . New Y^k4 Harper &-Row 
Publishers, 19W. ■ ^ ^ 

Root, Kathleen Berger and Edward E. Byers. Medical Typing Practice . 
New York:. McGraw-Hill Book Company, IWT. 
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